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The bill also provides the following: 

no f.uU ortheir'.^n? >«« ‘hei' job. through 

2. Appeal rights to the Civil Service Commission for federal classified er»«i«h, 
ees who are denied their reg^ar acceptable level c£ competence in-gra^^^^^^^^ 

3. An increase in annual uniform allowances from‘the. present $100 to $125 
other loc^Tes^^ relocation expenses for displaced postal employees transferred to' 

5. Premium overtime pay for postkl substitutes for work in excess of 40 hoiif-. 

a week at the rate of 150 percent of their basic pay. ^ nours 

6. Premium pay for Sunday work for postal workers at the rate of IZS oercent 
of basic con^eM^lon where Sunday is one of the employ.ees five regular work davi 
and 150 percent when Sunday is the sixth or seventh day of the week* 
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y,S. SEEKS DISpSSAL OF BAyGAININO RIG9TS SUlT-i;)ie government hat fUed 
motion /or"8i]Oi%try diei 2 dta«l^^he^Na^Gn*lttE«deration Federal. 

. suit cballenjiag the cpnoUtufiGi^^ty prta^dential executive order 1098g3Mch pro* 

. video cbllective. bargaining rigbtt jor postal and goveramenta»mployee unlont* 

The NFFE had liled suit tn Federal Court in Wasbingtonlasklng that the execu- 
. tive order in^ its entirety, he declared invalid and void. It co^ends that iipplementa- 
Uon of the order requires government agencies to act contrt^y to law and dtpnives 
^ ; ‘ government emplpyees of their constitutional rights tq reprcuentatipn by in^^qalf 
and organizations of their own choosing'. • ’ * . 

All other government and postal employee unions stronj^y support the ehpcutlve 
order, but JMFFE/an unaffiliated group, contends it has beenfhurt by the order. 

In seeking summary Judgmtnt to dismiss the suit, the government.said the Con* 

' 'Stitution gives tht President the authority to issue such executive orders as 10988. 
.The government edso said it hat been'established many timejji that the President Is 
- not limited to those powers listed in the.Constitution or the statutes. 

'^ Gov«rnmeut:attortteys ^aidj52t*<^utiy® order 10988 takest^he form of an Whiternal 
J directive by the President to agency hi»ds for^^hlch congre|sional legislatiw 1# not 
necessary.*'. - • . " . " t-..* •' ^ ? 

; ; : Disputing I^FFE'i contention thkt cj^rfttfi^e-recognition;jenlas representation' 

rights to Its members, the goyernmont;ar|iued that provisions of the executive .or<ler 

‘ ■- • ‘i,’. 
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T SEEKS DISMSWL OF BARGAHnNO RIGHTS SOTT-The government ha. fUed 
rmoU«^lor emWMry E^erntlon 

TuU chaiuoging the con.ttt«t4oMlity,ot P»»*ldentUl executive order 10988 ^ch pro¬ 
vides collective bargsloing rlgbta for postal and government^employee imlons. 
^w*‘The NFFE ha'd Iliad auit In Federal Court in Washington aaking that the execu- 
Mc orderTn tt. enuX be declared invalid and void. It contend, that Upplementa- 
tion of the order requires government agencies to act contrary to law 
’ govefnmen of their constitutional rights to reprqsentatlQn by Individuals 

and orizanizations of their own choosing. ■ 

AU other -government and postal employee unions strongly support the executive 

order but NFFE. an unaffiliated group, contends it has beer^hurt by the order. 

ik seeking summary judgment tp dismiss the suit, the government said the Con- 
' fifiition cives the President the authority to issue such executive orders as 10988. 
iThe ' vernmcn said |t has been established many times that the President is 

‘' not limited to those powers listed in the Constitution or the ftatutes. 

.jot , ^Jyneys said executive order 10988 takes;the form of an internal 

directive by the president tp agenPy head!! for which congressional legislation is not 

NFFE's contention.*that exclusive recognition'denies representation 
rights to it6>embe.B, the government argued that provisions of the executive order 
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imiTlD STATUS CIVIL SERVIC* COKKISSIOH 


reitSONNEL SCIVET SHZET 



19'03 


Thd Civil Strvic* Conoieiion !• vuikin^ a partonDal vaDagraant aurvay of your agaacy 
to find out hvM tha paraonnal progras ia oparating* 

A part of thia aurvay la to datarvina how wall a«ployaaa ara Infonxwrd about tha par¬ 
aonnal program and how affactiva tha program ia from thair point of vlaw To do thla, wa 
aalactad a liat of naioaa from tha fllaa. Tour naiia happanad to ba among thoac aalactad. 

Tou can ha Ip ua by anawarlng tha quaatlona in thia paraotmal aurvay ahaat to tha baat 
of your knowladga« Tour anavara to thaaa quaatlona will in no^way ba Idantlfiad with you. 
Only tha conaolidatad raaulta of all aurvay ahaata ara dlacuaaad with tha offlciala of 
your aatabllahaMDt, Do not algo your nama or Idantify youraalf in any way. 

For aach quaation, plaaaa mark tha block which moat naarly axpraaaaa your aoitvar. 
Chack only ooa apact for aach quaation, unlaaa tha diractlona indicata to do otharwlaa. 


Vhat ia tha claaaification of your poaltion? 
(Do not apacify gradt; maraly chack tha 
appropriate block) 

A. [ZD ^ (Graded; Claaa Act., ate.) 

B. ^ WB (Vaga Board, ungraded, ate.) 

C. Other 

Rave you aver bean aakad to axpraaa your 
opinion on any new or changed paraonnal 
policiea before they were laauad? (e.g., 
houra of duty, promotion program, griavanca 
procedure, etc.) 

A. [n Waver 

B. Q Occaalonally 

C. Q frequently 

D. Q I don't remember 

Do vou believe that your vieva ware given 
any conaideration? 


• a 

:8 


1 have never bean aakad for my 

opinion 

Tea 

No 


Do you think your poaltion daacrlp- 
tlon accurately daacribaa tha work 
you now perform? 


A. 

B. 

C. 


Tea 

No 

I'B not 


aura 


In which of the following vaya doaa 
your deacription fail to deacribe 
your Job accurately? 


A. 

r—» 

{ _) 

My Job deacription doea da- 
acrlbe my Job accurately 

B. 

□ 

It deacrlbea aoiae dutiaa I 
do not perform 

C. 

D 

It daacribaa aiy dutiaa except 
for minor Inaccuraciea. 

D. 

--> 

It doea not deacribe acaM 
important part of my work 

I. 

l-J 

It doea not deacribe any of 1 
the work I do 

Tha 

moat 

; important aingla factor in 


determining tha gradea of poaltlona 
in tha Federal Service la: 


If th«r« • copy of your poaltion d«acrlp> 

A. 

s 

Tha volume of work 

cion (job) (ratine) that you can rafar to 
whanavar you llkaS 

1. 

Tha level of the dutlta and 
raaponaibllitlee of the posi¬ 
tion 



A. Q Tea, I hava a copy 

C, 

□ 

The age and experience of 

B. □ Tea, thara la a copy avalLabla 



the employee 

avan thoufh 1 do not hava ona 

D. 

□ 

The length of tervicc of the 

C. □ Wo, thara la no copy avallabla 



employee 




CSC FORM 4U 

JUNt IMt 


Sul>cbaptcr 5 . lliiie-Aftcr-(^njpctitivc. \|j|M»iniiiicnl 

Rcetrictioii 



5-1. Gi9<KRAL rKO\1«iIfX>iS 


• Poj(7. T^nw monUtt^muci tUpHi afirr 
ftD rin|j}ojN>r's Uu»t noni* tnptMvj 

* ftppAiitimHii (>ifor* h# oMi>y poomoi^l, r»- 
Mi4fro'4 lo ft dU!«ftpi Hoft of ft wk. w i/ftOft- 

or riHftftlAiAil *• o fmh>ir «rft<W 
bnr ot work in the rouipftUiim wykft^ 
“ * "nSrRrpofto, TW* ftftiutiK pmod prol^ru 

, * Utft ^ptnprUtiftft'opixiifitaMnl pruieiide. It u 

ftpplirftUr 10 ftU oon}{>ftd1iv« ftpjKMuu)v«pi« (rout 

* '■ npMtm of 


(V iftporfttft froa ti 

TtiO umft^iet^ni)ii 
•U|pU«>n 1ft ft MuOftTftM 
Udk>4PipoJr rtiirw U 
cltft|»irr 3(J(0 ^ 


•tft fTftdft rftfttfkilfto- 
ft'ftppniutr^coi, 
loraia^nl from U>ft 
for priMOliMO * (ao 


s-a. ExtomoN 


ft. fftcftooft oit^ 

tuoooftorHOuipftU u«I 
ift not oppliofthk 
rftftch fur ooinpfttaiv^ 
pofttUoft to bft f)Uftd. 


>0> ftft rfci»t«rt> >THft 

j^Nainirot r^ouirliop 
pftrmio ' 

■;i]Mftnuitft(ii to thft^ 


Ejtfr ‘ - '• 

■v> 


v-V. -i 


>.»r 
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V r • 




S* 






















3-: 


^4 


rmUnl 


■ii«' » 






ik--. 


i<Sr 





r iiji V’ 11 * (fiu 




Ajitl ilw 
•wfljira «r«^ 


And |J|ji« iituxibilf of wifliidliilti^ iiaiinriil m 


The juuoont ntincoittd .1^ t<> Ihj 


nioiis. 3 ai 

112 IS.Sft 
Uil 1S.80 
116 J6.10i 
118 16.-W 

150 16,70 
124 

128 17; 60 
.T8S tI3.iO 


$12.70 Id.10 ft 
1 12.01V 8,40 ,t 
,12.20 8.60 51 

12.50 8.90 5. 

42.80 9.20 6. 

13.10 9,sa{ 5. 

13.50 >.90 6»‘ 

r 14.40 m50 > 4: 

xZzoWw^ 

15.70 ishol 8. 
16.30 12.70 9. 
16.90’ 13.50 9. 

17.40 13.80 10. 
18,00 14.40 10, 

;i8;fo ;fe.W 

19.10 >is;$o4t 
33:20 19.^ 16; 10 fej 
23,00 30.20 14,60 ;i3u; 

M A A Vk ^ ^ "Hi gj 111 


laolltM 21.50 17.70il420C 
1841 25,S0{ 21;90 19.3‘> 14.70 
188 26. 06 22. W 1& 90 15;30: 
192J 26; 6ei 2il 0^ I9. 40i-1^^^^ 
196 1^^323.6^2f^d0f^>^ 

2001 16 m jot 17^ 

210^' 28.Wjj 35.10 21. 50 17.90| 
220] 30. lOf 26.50t 22. ytJ 19. j0^ 
230 . 3t jOt- 27.90 24.301 SO.^ 


80^ 7.20! " 3. COJ 

;:o . a. *;a 


32. J»j 29.30 25.7U| 22.^ 


26^30 

mM 


.I t 70 

37.10 

38.40 


I4S.40 
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APPilCATION^ GAINING 

•^^■ -"r:- 



^-hrjL^r_- *1 It d«sIr#d fro stnd tn tmploytt fro frralning oourttt 

tpprovtd by frht DIrecfror of tfr» Afnfr 

'' -" ■ -'■ ■ .^.v. ■• "■•<,;vfe;j, :•; V'-S' 


• UF WLpfEEi; tt. itevn 

title f i^ai|ittat IHipotie 1^ 




JftAOEi Iftigr. 


• f 


2#^ OfFICEi De?^«r Hint ' 

OZyiSIONt ^ napr>M<r« 


Of^ TRAIl^I^(dat«», nui^ ft* ESTIA^ATEO Cp|T (frulfrlon, 

51 !* 5 ii| 5 ft,^ 5 o«»!Qfc 5 AEiLm‘S ^ ^ ^ ^ ^ 


#0.00 








6. niu ANtV DESCRIPTION OF TRAINING! ^ > ' i 

J^t^rthlp *nd SupprrU^ detigned ib contrlbutt to 

upow^oty growth by tncourtgl^ tht ttlf-dtvtlopntpt of tht p«j;^ipant. Iht 
pr«t«nt aattrltl covtring hunito rtU^loot, crtatIvltC motivation* 
t tn<niny » and oonintRatIona». : '%■ 




f! • ♦ 


' Vp’ 


', V. '"W '■ ' ^g^^'«uiwl^»w4i^ii». . •■ ■* 

SigWATW E : > PAT E MAR1> . t9Bi 

^ Papotlt Mtltar ■ ' ''% 


U, 

:}S^-r' 

IeI-;- 

tlliii 


>' •* * v 






"C 


■J»v. 


"T 


S;^?WKIO»^NOpf^^ 







(MIC 



>.--v 

'V.', 


> 1964 


'./.tliT 4i.'> 


Haad* Ctth A Papoal^a mviaion 





9* 






>■ 1 V 




■'^•''f t:'' ■*' 




' v^V.-4 *4 - 


— " '■ ’ ■ ■ ' n^^" 

: ■ v |[7 oisfPPf&i^^^ 


jSJONATURE 


.- ^ ‘ • , . : ••' ^ ■;• ' .7 ’• ,..,.^v . 

io.'APPROval .(fielo;office)..' ' i?, 

: > SIGNATURE '■:: :y.^^m:- ' ' -'■-■■ ■ '-n7:.v7:- ' 


DATE 




. I. i 

.4 


rr^ 

h)< 


APFROVEO 

‘ '''.r^'', ’^ir" .‘'^- •'/.>"-*•' 

OATE^’^^-..-7 '' ■ 


^■»'W 

"S 


1^ 0ISAPPRQ«®^, 

IB*?. - *■ ' fi ir' 



II i'f|!FF|C^OF-THti.W* 



^SIGNAIUC 



















































Us# t'hlf forn #^«n It Ist^ an empioyeiilto training ^ur### 

OP-^pro^dMs of at I typ#s« Reco>Mi#ndatton Mstvb^ approved by th# Erector of th# Hint 
pfior to •nrol |##nt« other sId# for furtj^r, instructions* ‘ ^ 




! ♦ NA^ OF EMPLOYEEi l#lph C, Langhorn 




POSITION HTLE i AssUtant Foreman, 

^' V’' Counting & Shlpjf^ Spcticp; 

'CPACCV ;Ongr. : . ' 


2* OFFICEi Detiyer rtlat 

DIVISION! Casj^ & D«poaltf Diy^ipn 
SECTION} Counj^rig Ac Shipping Soctioi 


^3« DUIUnON OF TRAlNINSi (dot«», numbdr of hour*): i*. ESTIMATED CO^ (tuiflon, per dtoa, 
Apr»:9 - 10. W4 16 HOW* : \ V Isl.OO 


rr 


; BY, IN, OR THROUGH AVHICH training ALJIL BE GIVENi * 

rgD^nvar legion, Po;3;~Clvil S^rric^ Coaml»»Lw^^^ ^ ^^ ^ ^ I ■" ! 


6TIn.E: ANO OESCRIPTION f OF TRAINlr^ t " "I 

If .^f^M^Mhlp arid Supe^laory lritftlCute. The:$ou^ la designed to^oatribute to 
growth by eheouraging the sfIf-development of the partl|iper.t* The 
present materiel covering humart raletiana, creativity, Itnoti v^atl-^n, 
tralningi. and corTaranlr.*ftl<Apq, 


. 7 * 'I^'^PI ATE SUPERVISOR’a RECOAAMENOATIONi. I reco’ifflend the abovo entployee for the 
ti?#InIng indicated for the'fo| lowing^^ reasons | 

r v‘ . To iaiprc/e ii.paTvi«ory Bkllls* 

SIGNATUR E T- (M t fj 

^ mi E - 



























































NO. >0 

5010-I&4 


UNU ED STATES GOVERNMENT 

Memorandum 5 

• ■ .*;■»! 




■<»' st- 


lO 


FROM 


subject; 


Mr. WiLLiam A^ Manning-- 

Personnel Officer '" ' 





date: April 22, 1964 








Mr. A* L,. Phi-Einpus- 
Head, Gash ^ Deposits'^IJtvls’icm 


"r\M 


,.fr 




H 






A 


Vacancy of Macfciine, Operator' ^ 

-vt? ■ y* 

. . fci. ‘ -r . 

your Ltice t/.ftbe' ^oUowIwg;employees since 

constd^rpS%o: tl .requesting that they be 

division •vacancs^o^f operator in this 


Zi/i c: Op^xi&tor - Coining 

^,L5 Charles n 


4/15 

4/L5 


4/15 

4/16 

4/L6 

4/L6 
4/16 
4/L7 
4/L7 
4/L7 
4/L7 
4/2 L 




Cherles 

^ilf^qh^i^ Operator '- Count & 

.:: ’ *v . Review 

LeRoy B>^r|Seve -'YMacjhine Operator - Coininj? 
Eugene M* ,Gon 2 jale 2 - Machine Operator - Coininer 
Donald B^stlund - Machine Operator - Count & 

T " -- Review 

James Maestas ‘ -.-Melter B. M&R 
Harold Moore - Press Room "- Coining" 

•Mike Lant 2 - Press Operator- Coining 
ELvin 0. Walker - Press Room - Machine Opr. . - 

Harold Brewer - MeIter B - M&R 
Janies Andrade — Rolling Room 

” Rolling Rm. 

Claude King -» Guard 

Claude Sa37re - Assistant Foreman 

Moreno - MeIter 

..I Should llk/^hS^iirTLcTOly transferred to this " ^ 

division for the following reasons. Mr. Loveiroame to ?his ' ' 
ivision on November 29, 1947 as a weigher and worked until ' 
he resigned on August 8, 1952. While in this division, h/ 
worked as a weigh^ and also in the office doing oonslderLle • 
clerical work. Although this was some time ago, he does have 
a basic knowledge of the ojirations incur difikon. i f^nd.? ' * 

eccurate an(S.dependabl6. As you know, l have ' 
in mind making some changes^at,a future time whereby his • 

clerical knowledge would be, easantial. I, therefore, would ■ •• 
prefer someone like Mr.T-ovfely who developed a knowlederof - ^ 

0 ^ work as against someonsiiwho-would be a total stranIL in ' ^ 
this division, I also uhdera-tand that his work since his 
r^tui'n to thfe Mint hfiLS" satisfactory^ 








;^^|j^JUidronlco Ma^^tonedp -W o^llii 

^■- 4«: 

^ __ ; -j^^. . ’Vf 

ff ^4irf ^ 







■.'v'f. 


, fc*,. 




■^iS' 


.■■^' , •* '.V. . • - - > 
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, ■ ■ 'i '.- f 'V />■ --V 
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Mvctitriw funwiri 
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BASIC RATE AND WITHIN-GRADE STEPS 



1 

2 

2 

4 

4 

2 

7 

9 

9 

14 

Grade 











1.... 

I322S 

isse* 

•silt 

- tSTIt 

42844 

92924 

14474 

44194 

84305 

11420 


229i 

2414 

ttis 

2229 

2725 

2434 

2925 

2944 

4145 

42S0 


44 

94 

144 

114 

124 

124 

140 

154 

120 

170 

S • • • * 

•«M 

2444 

2924 

4414 

4144 

U04 

4430 

4544 

4280 

4804 


1424 

2724 

IM# 

2434 

4940 

4144 

2254 

4154 

4440 

4524 


44 

44 

144 

124 

149 

124 

too 

294 

229 

142 

S • • •, 

4441 

4144 

4274 

4414 

4444 

4284 

4815 

4950 

4081 

1230 


2A24 

2944 

409t 

4194 

4240 

4405 

4121 

4250 

4775 

4940 


124 

154 

144 

214 

244 

275 

299 

294 

214 

120 

4 ■ • • • 

4444 

4424 

4724 

4914 

4484 

4224 

4284 

4520 

4284 

4820 


4214 

4244 

4494 

4234 

4774 

4914 

4454 

4194 

4231 

4474 


24S 

274 

224 

294 

244 

214 

224 

224 

345 

254 

s...t 

4444 

4124 

4224 

4494 

4224 

4824 

4990 

2154 

2224 

2484 


4444 

4244 

4414 

4174 

4229 

4494 

4254 

4810 

4970 

2120 


214 

214 

224 

224 

224 

224 

240 

244 

244 

254 

i.... 

I44S 

4494 

4274 

2424 

2244 

2424 

2214 

2844 

2985 

7170 


' 4212 

4414 

4424 

4724 

4925 

2119 

U84 

2420 

2234 

2810 


274 

244 

294 

244 

219 

224 

224 

240 

254 

200 

7.,.. 

4444 

4244 

4444 

4254 

2844 

7954 

n44 

7454 

7244 

7854 


4794 

4994 

2124 

2284 

2474 

4774 

4924 

7124 

7355 

7454 


2U 

224 

224 

274 

274 

284 

244 

294 

294 

244 


4434 

4244 

7474 

7294 

7412 

7724 

7954 

8174 

82H 

4414 


4394 

4244 

4214 

7424 

7229 

7444 

7454 

7820 

8070 

8284 


244 

244 

224 

279 

224 

lt4 

204 

214 

220 

224 


7224 

7444 

7714 

7954 

8244 

8444 

8294 

8925 

9180 

0424 


7424 

7224 

7494 

7724 

7944 

9184 

8419 

8240 

8870 

9144 


194 

244 

224 

224 

244 

224 

240 

295 

210 

325 


7404 

2174 

4449 

4714 

8984 

9254 

9529 

9790 

10.044 

14.314 


7494 

7944 

2204 

4454 

8719 

8925 

9220 

9474 

9730 

9985 


214 

224 

244 

245 

274 

284 

200 

214 

220 

144 

11.... 

4444 

2944 

9244 

9S24 

9834 

14.125 

10.424 

14.715 

11.010 

11J44 


4414 

2294 

2979 

9244 

9534 

9814 

10.090 

14.270 

14.250 



244 

244 

274 

244 

244 

214 

320 

244 

220 


12.... 

14.244 

14.244 

14.924 

11.214 

11.274 

12.024 

12.310 

12.725 

11.094 

14.444 


9944 

14.214 

14,244 

14.974 

11444 

11.210 

11.920 

12.294 

12.220 



274 

294 

224 

244 

279 

294 

420 

445 

470 



12.474 

12.494 

12J14 

12424 

12.754 

14.174 

14.595 

14.014 

14.434 

14.444 


11.724 

12.114 

12.494 

12.884 

12J22S 

12.254 

14.035 

14.424 

14.844 



244 

224 

424 

244 

494 

424 

524 

494 

220 


14...* 

14.174 

14.224 

14.144 

14.244 

12.129 

12.224 

17.114 

17.204 

18.094 

11.484 


12.414 

14.424 

14414 

14.925 

14.414 

14.824 

12415 

12.724 

17.214 



444 

494 

424 

275 

714 

744 

794 

824 

874 


11.... 

14.444 

17.424 

17.244 

14.174 

14.749 

19.214 

19.480 

20.450 

21,414 

21,494 


14.444 

12.124 

14,294 

17.214 

17.724 

12,244 

18.755 

19470 




794 

244 

944 

924 

1414 

1474 

1124 

1189 



14.... 

12.924 

19.494 

24.24S 

20.904 

21.555 

22J14 

22.824 

22424 

24,174 



14.444 

12.544 

17.444 

17.500 

14.009 







2925 

* 2094 

2244 

2444 

2455 






IT.... 

21.444 

22.194 

22,944 

22.294 

24.444 







12.444 

12.444 

19.444 

19.424 

20.444 







2444 

2494 

2944 

4194 

4444 







It _ t44M 

St.tfO 

4»0t 


NEW PAY RATES—Thit table tbows the new pay ratet for clat- 
sified employee*—effective retroactive to the fir*t pay period 
in July—under the pay bill which was slated to be signed into law 
by President Johnson this week. The top line for each grade shows 
the new annual pay rate, the second line the old rate, and the 
third line the amount of the raise. 






Suggestions for Deposit Melter 


January 28 , 1963 


Receiving Deposits from Weigh Room 

Weigh or witness the weighing of all material you will take to the 
Melt Room, Check the weight, Lot #, type of material, and Assay 
Number. Have all Melters read Melting Cards. Have all Melters fill 
out Melt Cards explaining possible loss in melting on back of card. 

If you have a Deposit and expect trouble, check it out with the Head 
or Assistant Head of the Division. Be sure all small deposits are 
in boxes and the boxes locked. The best friends you have are the 
Head sind Assistant Head of the Division. All problems pertaining to 
the Melt Room should be discussed with them freely and honestly. You 
should have the same relationship with your melters. 

Miscellaneous Deposits 

Assayers Bar - From the Assay Office; the Assayer will furnish the 
number. They will take the Grains with them. Weigh all the samples. 
Melt the silver chloride - sweat Borax only and grind slag, then 
weigh silver bar and combine with the samples; that gives your before 
melting weight. Melt in usual manner. 

Cash & Deposits Miscellaneous Bar - This is from the Head of the 
Division. Remove all steel cents possible. Put steel cents in bag 
and give to foreman of shipping and uncurrent. Melt the Cu, Ni, Ag, 
etc. in usual manner. After pouring, sweat residue and give bar to 
Head of Division to be put in next C & D Misc. Slag from sweat, 
grind and wash for K Bar. 

Coiners Miscellaneous Bar - Once a year, usually in June, from 
Annealing Room; very dirty. Melt in 80 crucible, spin dirt off. 

While 80 crucible is still melting, remove iron from dirt. Run 
sweat and put results in 80 , pour with cups and take assay sample. 
Coiner will furnish numbers for bars.. Slag from sweat to sweep 
cellar. 

Grains Bar - Once a month. Contains all grains paid for during the 
month. Also, on occasion. Gold coins purchased. To be prepared 
under supervision of the Head or Assistant Head of the Division. 

After melting, to be weighed back with Head or Assistant Head of the 
Division. 

K Bars - Once a month. Acquired from grinding and washing of old 
crucibles, stirrers, etc. Also, any metal that has lost its 
identity. To be weighed at the time you make the Grains Bar, under 
the same conditions. When you make the K Bar, store with Grains. 
Later it will become a surplus Bullion Recovery. 
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Su^^gestlons for Deposit Melter Cont. 


Silver Nix - From uncurrent coin, very dirty. Skin dirt off and save 
until the last melt has been poured. Sweat the dirt and then run the 
bar over and take a dip sample. Mark envelopes with the next numbers 
and put grains on envelope. Get bar numbers from Head or Assistant 
Head of Division. 

Surplus Bullion Recovery - There are a number of different sources of 
these; quarterly clean up, K Bars, magnetic material removed from 
deposits, clean up behind and on top of furnaces. The melting card 
must designate where each is from, then an SB number will be given 
to each. 

(.Quarterly Clean Up - just what it says. The floor sweepings from the 
Deposit Melt Room and the Residue from the Weigh Room are combined to 
make the Recovery. The quarters are September, December, March and 
June. 


Regular Deposits 

Regular Deposits - Melting Card has two numbers; the red number which 
is the Assay Number and which is stamped on the Bar, and the black 
number which is the Deposit Number and which is not too important in 
the Melting process. 

Silver Coin Deposit - Once a month, don't confuse with Miscellaneous 
Deposits. It is a Regular Deposit. When melting this, be sure the 
crucible you use has never had gold in it. If you are not sure, take 
a. new crucible. 


Be sure you are right. If you are not sure, ask. 
something from everyone. 

When you pour a bar, if at all possible, keep it. 
metal. You may not have it next time. 


You can learn 


You now have the 


S'- J <9 1\ 
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General Regulations No. 54 
Supplement No. 14 


General Accounting Offices 
Office of the Comptroller General 


of the United States 
Washington, December 29, 1942 



2. The additional salary tables prescribed herein show; 

(1) The gross hourly rate for regular salary for 8- 
hour day based on a 380-day year. 

(2) The annual salary rate. 

(3) The gross daily rate for "overtime" increase of 
compensation based on a 48—hour v/orh v/eeh. This daily rate 
is based on 4l6 overtime hours for the year, equally dividing 
the yearly overtime earnings over 24 pay periods. 

(4) The amount of "overtime" increase of compensation, 
regular salary, and total earned, both semimonthly and monthly. 

(5) 5 percent retirement deduction on regular salary only. 

(6) Victory tax deduction on the gross earnings (regular 
salary plus "overtime"), based on the tables in the 
Revenue Act of 1942. 

(7) Net amoun;^ to be paid after deducting both the 5 per¬ 
cent for retirement and Victory tax. 

(8) Net amount to be paid after■deducting only the Victory 
tax, for use v/hen employees are not subject to retirement 
deductions. 

In view of the fact that the period for v.'hich the overtime 
rates of compensation may be paid under the acts, supra, expires on 
April 30, 1943 , the printing of the tables herein prescribed and 
those prescribed November 23 , 1942, by General Regulations No. 54 
Supplement No. 13, will be postponed pending possible further* ’ 
action by the Congress with respect to adjustment of pay. 


LINDSAY C. WARREN. 
Comptroller General 
of the United States. 


SUPPLEMENT TO GOVERNIENT SALARY TABLES 
(Issued December 29 , 1942) 

COMPENSATION RATES UNDER SENATE JOINT RESO- 

"VICTORY" TAX WITHHOLDING DEDUCTIONS, BASED ON THE TABLES 
IN THE REVENUE ACT OF 1942 


NOTE: The dally 
hours (52 weeks 
yee^rly overtime 


Gross 

Hourly iAnnualj 
Rete for 
Regular j 
Salary iSalaryj 
for 8 -hr 
day ( 360 ^ Rate 
day year)! 

i 


rate for "overtime" earnings Is based on 416 overtime 
X 0 hours per week) for the year, equally dividing the 
earnings over 24 pay periods. \ 

* ' * . ..^.tHvi» 

KTax deduci-Net iNet i 


Gross 
Dally 
Rate for 
Overtime 
Earnings 
on a 4o-| 
hr. work! 
week I 


Overtime 
Reg. Salary, 
and I 

Total Earndi 
Semi-monthly Regular 
and i Salary 


jtion on 
Deduction,|regular 


on 


Monthly 


only 


I salary 
|& over- i 
I time com-i 
iblned I 


(After 
deduct-! 
Ing ret 
and 
tax) 


Cl) i ( 2 ) j (3) 


$.20833 i$ 600 I $0.36110; 


0.22916 i 660 j0.39721 I 




0.25000 i 720 


0.43333 


0.27083 ; 780 i0.46943 ^ 


Net 
After 
deduct 
Ing 

) 

tax 

only 


(4) 

5.41 

-2i^ 

30.41 

1 C5) 

j $ 1.25 

1 

1 (6) 

i 

1 $0.40 

1 -(7) 

$28.76 

i (8) 

$30.01 

10.83 

50.00 

60.H3 

1 2.50 

.90 

1 57.43 

59.93 

5.95 i 

-22^ i 
33.45 i 

1.38 

i ; 

.40 

1 31.67 

33.05 

11.91 
55.00 

66.91 1 

2.75 1 

.90 I 

63.26 

66.01 

6.50 i 

30.00 i 

^.50 j 

1.50 j 

.40 j 

34.60 

36.10 

13.00 1 

60^00 1 

73.00 i 

3.00 I 

.90 I 

69.10 

72.10 

7.04 i 

-3240 1 

39.54 I 

1.63 j 

i 

.40 j 

37.51 

39.14 

14.08 : 

^..00 1 
79.oH 

3.25 1 

1 

i 

\ 

.90 j 

74.93 

j 78.18 


J 
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(6) 


(8) 

(1) 

(2) 

(3) 

(4) 

(5) 

j (7) 




7.58 i 








35..Q0 i $ 

42.5B 

1.75 

$ 0.90 

1 $ 39.93 

41.68 

$0.29166 

$ 840 

$0.50554 i 








15.16 i 








70.00 i 

3.50 


i 79.76 

83.26 




w.il ! 


1.90 












37.50 

45.62 

1.88 

.90 

I 42.84 

44.72 

0.31250 

900 

0.54166 i 

16.25 

75.00 i 

3.75 


: 

89.35 




91.25 i 


1.90 

i 85.60 




8.66 








40.00 i 

2.00 









.90 

1 45.76 

47.76 

0.33333 

960 

0.57777 1 

17.33 

80.00 1 

4.00 


: • 





97.33 1 


1.90 

1 91.43 

95.43 




9.20 i 

_42..50 

?.13 


1 48.17 

50.30 




51.70 i 


1.40 

0.35416 

1020 

0.61387 1 

18.41 

85.00 1 

103.41 

4.25 

2.90 

j 96.26 

100.51 




9.75 

45.00 

54.75 

2.25 

1.40 

1 51.10 

53.35 

0.37500. 

1080 

0.65000 I 

19.50 

90.00 i 

4.50 



106.60 




109.50 


2.90 

i 102.10 




10.29 

_4Z.5o 

2.38 



56.39 




57.79 


1.40 

1 54.01 

0.39583 

1140 

0.68609 : 

20.58 








21.00 

115 .5B i 

4.75 

2.90 

j 107.93 

112,68 




10.83 








50.00 : 

2.50 






/ i 

60.83 ; 


1.90 

; 56.43 

58.93 

0.41666 

1200 

0.72221 1 

21.66 








100.00 

120 ^ 

5.00 

3.90 

j 112.76 

117.76 
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$0.43750 


( 2 ) 


$1260 
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$0.75833 
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11.37 

-StS 

22.75 
105.00 
127.75 


(5) 1 

(6) 

C7) 

(8) 

$ 2.63 1 

$1.90 

$59.34 

$61.97 

5.25 1 

3.90 

118.60 

123.85 

2.75 1 

1.90 

, 62.26 

65.01 

5.50 1 

3.90 

124.43 

129.93 

2.88 1 

1.90 

65.17 

68.05 

5.75 1 

3.90 

130.26 

136.01 

3.00 1 

2.40 

67.60 

70.60 

6.00 

4.90 

135.10 

141.10 

3.13 ; 

2.40 

70.51 

73.64 

6.25 i 

4.90 

140.93 

• 

CO 

3.25 1 

2.40 

73.43 

76.68 

6.50 1 

4.90 

146.76 

153.26 


0.45833 


1320 


0.79443 


11.91 

55.00 

66.91 


23.83 

110^00 

l33tB3 


0.47916 


1380 


0.83054 


12.45 

24.91 

lli^OO 

139.91 


0.50000 


1440 


0.86666 


13.00 

60.00 

73.00 

26.00 

120^00 

146.00 


0.52083 


1500 


0.90276 


0.54166 


1560 


0.93887 


13.54 

_^^5o 

^.04 

27.08 
1 25.0 0 
152.oH 


14.08 

- 65,00 

79. oH 

28.16 

130.00 

15B.16 


0.56250 


1620 


0.97500 


14.62 

_^^io 

H 2 .I 2 

29.25 

1 35.00 

164.25 


3.38 


6.75 


3.20 


6.40 


75 . 54 : 78.92 


151 .10:157.85 
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r-0. 58333 
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$1680 >$ 1,01110 
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4 
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'if t fir iiffftitinitiffiiiiii* 

15.70 
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31.41 
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16.25 

_2ix00 
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32.50 

15^ 
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( 5 ) 

$ 3.50 

7.00 


(6) ; C7) 


( 8 ) 


i $3.20t $78.46^$81.96 


6.40 i 156.931163.93 
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\ 




16.79 

_2Z^ 

94,29 

33.58 

155.00 


.ftifttift 0 iff t 
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.66666 I 1920 i 1.15554 


17.33 

96.00 

"97.33 

34.66 
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.68750 ' 1980 i 1.19166 


,,!»• »• tilttfl <>■ 


17.87 

82.50 

100.37 

35.75 

1^22 

200.75 


>1 , . t 449 4f9f99- i4tf9f9 


M%*f999f9* t4f44 99> 


.69444 2000 1 1,20369 


18.05 

_83.J3 

101.38 

36.11 

166.66 

202.77 


3.63 


7,25 


3.75 


7.50 




3.88 


7.75 


4'49»^i*9** 90990909^9 




4.00 


8.00 


4.13 


8.25 




4.17 


8.34 


3.201 81.37! 85.00 


6 . 40 ! 162.76^170.01 




3 . 20 f 84 . 30 j 88.05 


6.40 I 168. 60 j176.10 


u» f0t»s 9/9990900 fi^99090090999990i09900i *9990^9990^. 


/0 * 4 ■ 099 ^ - 0 tt 9^09 t • 9 *0909099090 9 f 0 ■ 49/0 *9^ ■ 


3.20 i 87 . 21 : 91.09 


6.40 


3.20 


174.43! 182.18 


90.131 94.13 


6.40 i 180.26!188.26 


4.20 1 92 . 04 ! 96.17 


8.40 i 184.10;192,35 


• 0*99 0099*9 99 p99‘^0 




4.20 i 93 . 0 li 97.18 


8.40! 186.03*194.37 































(1) (2) 

$0.70833 $2040 

1 ( 3 ) 

i $1.2277 

.72916 ^ 2100 

; 1.26387 

.75000; 2160 

1.30000 

.76388 1 2200 

1.32405 

.77083 : 2220 

1.33609 

i 



.79861 i 2300 ; 1.38425 



.83333 ^ 2400 i 1.44443 
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(4) 

$ 18.41 
85,00 

163.41 

i 

1 $4.25 

1 ; 

j $4.20 1 

(7) i 

$94.9^ 

(8) 

$99.21 

36.83 
120 00 
206'.'B3 

8.50 

1 8.40 i 

189.93! 

198.43 

18.95 

87^ 

IO0.45 

4.38 

i 4.20 ; 
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37.91 
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8.75 

j 8.40 : 
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19.50 

90.00 
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1 4.20 j 
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39.00 
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1 9.00 

I 8.40 j 
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210.60 

19.86 
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111.52 

4.59 
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107.32 

39,72 
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; 9.17 

1 \ • 

1 8.40 j 
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214.65 
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_C2^ 

112.54 

4.63 

1 4.20 1 

103.71! 

108.34 

40.08 

185.00 

225.08 

I 9.25 

i 8.40 j 

207.43} 

216.68 

20.76 
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116.59 

4.80 

I 4.20 i 

107.59} 

112.39 

41.53 

191.66 

233.19 

9.59 

i 8.40 1 

215.20; 

224.79. 

21.66 

100.00 

121.66 

' 5.00 

1 5*20 i 

111.46! 

116.46 

43.33 

200.00 

243.33 

10.00 

j 10.40 ; 

222.93 

232.93 
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(5) 
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1 
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i 

t 



{ 

1 

i 

! 

J 

1 

{ 

j 

104.16 . 
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$5.21 
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) 

116.321 
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$0.868051 
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1 
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45.13 



I 

i 
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i 
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i 
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1 
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1 
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5.63 
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I 
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252.I0I 

263.35 
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1 
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. 6.20 
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135.74 
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1 2800: 

1 
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1 
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j 6.05 

j 6.20 
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j 
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1.00694 
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J 

1.74536 

j 52.36 
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; 294.02 
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f.•• 

. 
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i 
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! 6.25 

; 
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1.04166 

\ 3000: 

1.74536 
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1 
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52.36 ■ 

258.13 > 12.92 
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1.74536 





i 



52.36 : 
22i^oo ; 

327.35 : 

13.75 

1 14.40 

299.21 

312.96 




26.18 i 
141.66 
T67:H4 i 

7.09 

1 7.20 

153.55 

160.64 

l , l 8055 \ 

3400 

1.74536 

52.36 ^ 








283.^33 ^ 

335.69 , 

14.17 

i 14.40 

307.12 

321.29 




26.18 

i 145^83 ^ 

: 172.01 

7.30 

7.20 

157.51 

164.81 

1.21527 

13500 

1.74536 

52.36 : 






j 


291^66 
i 344.02 ; 

14.59 

1 14.40 

315.03 

329.62 


i 


i 26.18 
; 150.00 

1 \ 

7.50 

1 7.20 

161.48 

168.98 
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• 


26.18 ' 
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52.36 ' 

341.^66 i 
1 394.02 1 

1 i 

1 17.09 
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I 25.00 i 

i i 

I ! 

1 .! 

1 




1 i 

1 
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UHITiiU t-TATitja iUHT 

CGjLijiijiDO 


Sopteubor 10, 19h6 

TO piji mm liiPLOiLEat 

Tho Civil Stirvlca Coi.Ti;ii6oion ia about to begin a projram of 
post auditing the Allocation (gradeo) of per annum poaitlona In tho 
field Borvlce. To be readj'’ for tJiis post auditing, wo have been 
inetructod to have each per anrun employee proparo his own Job 
description. 

You should road carefully tho inatructicmi contained in 
attached l^ona 7^A and then writo a doacri.ptlon of your position in 
accordance with the attached outline. 

If a Job description for your position was prepared by tlie 
Go!ad.8ai.n in coniKSCtion with its recent eurveyj it io attached for 
your uoe. You uay adopt all or ary part of it, so long ae your 
finisiicd Job ciaocriptiun is prepared In accordance with the attaclied 
outlii^. 

£2 !^2£EZ grtiaciar, punctuation or style. Do not bo 

too modest, but cn thfi contrary indicate the difficulty nnd responsibility 
of your duties. 


KOSLS B. SJTTH 

Duperlntendont 






PQSIXIOJJ JPEJCftlPTICK GJTLTNi-. 


KITE) OF .>ORK 


Pities of PoslUon* 


lL-P>__;':novylcd.T^^^ Skills , Abilities^ etc,, Reauirodz 

Al.T) RlLSPOrgjlJjlLITY Op .iCRX 


B~lo Ifelp Provided by Guiclat,; 


B—2i» Ifelp Provided by SupQrvisoi*: 


B~3 Orl^rinal Thinking,- Done: 


work Contacts, l^ealin;.: ..ith 0ti3£;rs; 

•^o >Vhl ch Dggisicna an d Judgments i^ade 
ju'*Q Chocked or HeviewGd; , :,,, , ., 


Importance and Eff gets of ;.ork Done: 


E-7o 


Supervisory and ?/ana.T-;}.- 


:6nij Respono iblllties s 
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IMM ^ KM. 

IVn^ IM 

UMITIO STATES CIVIL SERVICE COMMISSION 

POSITION DESCRIPTION 


CUVWUTK'ATtON ACTION 


I, ObM t»rs 

IM>n □ V'Md □ 


1 biMi^uunrtiMii: 


a. Kmlvu Kmt MUbiulMikLD: 

(i) If Ihla iHmltKm n^pIfLOM afiothcir (i, q.. » chandf of duttnii 
hi mil »xUtlii4 po9lUuti), tilNiUry Muob jpoultUm hy iltlo» 
lUk^iKiii iwrvkw, mrim, gnulu), and iKwltUui numhar 


(h) i>tb«r (MiMMlty) 


4. Aiam^y tHmltloa No. 


A. 0. N. 0. oarllAoallon No« 


6. I >atf of nartlAcalloo 


7. Oata rocolvad from 0, N. 0. 


K OraaiLtoaUaHMU taW (Ifamy) 


10. Name of oniployac (1/ mcaneif, tpecify V-/, I, S, or 4) 


lU iNtOMrivMMiC ac«ncj» or fatahllalimNit 

«k rtrsa 


bk ^>iid luMtrlKkA 


la. TMi li a c»w#m» and acf«rmla dMrrbKM mt iba dutlaa and rM^nnlHUitk« of 
■iLjr oanltaMi 


vSifnitiiTO of ertTploNta^ 


Tistsr 


14^ tYrtUbmUon b^Y boad of tMiroan. dhrMoa, bold oMto, or dcudaiaatod rooraaonlatlTo 


""(ftfcnatuiir 


Tisssr 


0 , Third jruhdivtalon 


d. Fourth .NuhdivUlon 


a. Fifth subdivUlcm 


18. Thia to a romiilato and accurato doacrliilton of tba duClaa and roaponalbllUlaa of Ihla 
OOidHon 


THlgnaluro of ImnKHlIftto puporvlforr 


7B55r 


TUIf: 


lA. OrilHeallon bj da|iorlmrn(, atfanry. or oalabllahmenC 


(Slgnaturuir 


(DaU) 


TlUo: 


TiUa> _ 

lit IH'm^Uaa of datkoaad rw^omuthmtho (boa Quido to PoaitlfMi Clasiintrt. Kniployeoi^ and Buporvtsoni for tho ProparatioD of PosltioD DororlptioDi, Standard Form NoTtaA) 


If mart apafo if robutrad. uaa lha olhor aldo and additional pagoa alia B i lOVfc 


15—47700-1 W. a. OOVIRNMINT PRINTINI OTflCt 




























































TT 9 ttJSViiii 


l’'■bru•ry X6, 1955 


HlaelpftI fioMtloiM of tfao Caohior^t ^Jltrloiont 

OiTioioB ooruiiiti oft (m) Offloo Sootion 

(b) Couatixis St 9hlppixic Sootloa 

1« HoooiTias ouotody of all nov ooin aaaufOoturod* 

2« Shipping of ooin to FMoral Ratorvo Banka* 

5* Puroiiaao of gold and ailrar bullion raooiood at ttint* 

4* Purahaaa of miner ooinaga natal« mud orodlta to thia aooount* 

5* irrooaaainK of unourrant (\iafit) ooins raturaad to dint byi 

(a) Padaral Raaarra tanka 

(b) PriTota banka and aouroaa* 

6« Sala of aomarolal gold bara to prlaata raflaarlaat laboratoriaa* 
aod dantiata* 

7* Storaga of all fine oartifioato gold bare* 

iiaraaith folloaa a brlaf ganaral auwiary of tha prinaipal oaor-all 
funotiani nMntlonod aborTO* 

!• kaaaivlag ouatody of all naa ooin produoad* 

Baaly ppoduoad ooin la dallTacrad to tha Cashiar by tha Coiner 
dally* Kith rasMot to ailrar ooina produoad« aartain ooina are aalaotad 
from aaoh daily "dallTary" of ooin* thaaa apaoial aoina ara temad 
ooina* Aa auoh ooina ara remorad from daliTariaa« tha Caahlar rapaya tha 
Coinar for tha reaulting ahortagaa* fha amaot nuabar of piaoaa ara dater* 
minad in the Caahlar* a Offiaa and raplaoanant made* Spaaial piaoaa a^aat* 
ad ara tranaolttad to the Buraau dally for aaatv purpoaaa» alnaa no ailvar 
ooina nay ba ralaoaad uotil asproval of dalirarlao ara raaaivad froa tha 
Buraau* Othar ooina, oallad "iuinual Aaaay Colna" ora aalaotad and atorad 
in tha Caahlar* a Tault* Aftar tha and of aaoh quarter* ti'^ Caahlar fotnmrda 
tha aoeuBulation to tha i^ladalphia Hint* ahara thay ara hold wtil tha 
Aonual Aaaay Caaalaaion maata to taat tha ooina* Tha dally dalivariaa ara 
raoai{tad for by tha Caohiar and atorad in tha yaulta* 

2* Chipping of ooin to Padoral H^sorra Banka* 

Bhlpoanta of ooin are made only against oriara raoalTad from tha 
Traaauror of too thiitad Stataa* Thaaa ordax^ ara uaually raaaired in ^oda 
fom* Thay ara daaodad and ahlppdig ordara praparad in tha Caahlar*# Offlaa 
Coplaa of tiiooa orders are auppliod to tha Foreman of tha Shipping raotlon* 
Coin ahippad via peraol poat la plaaad in mail pouahoa* with labalt and 
tags afflxad on tba autalda* Coin ahippad ela axpraaa la taggad on intli* 
Hdual bags* Shipnaata for tha paat fOa yaara haea bean uaida to erary 
Fadaral Saoarva Bank In tha nation* Coin praparad for eliipnent is kept 
under oonatast ouatody of rofu^aentatlvos of the Cashier* a Oiriaion ainoo 

tha aoin la in tha ouatody of thia i)ielal<»: until raloaaod to oarrlora* 

All locks for mail shipments are listed in the Cashier’s Office. 

5* Furohaao of gold and allTor bullion rooolTod at tha Mint* 

f uah matarial is raoalrad dally throu.<;h tua haigh Clark* a ’^iea* 
Tha raluaa ara oaloulatad in ^e Caahi^’a ^Iriaioa, ohaokad with tha 
AoOOuntiBg BiTiaian* and ohoaka iasuad by tha Caahlar for mbhi* All 
dopoaita paid ara abatraotad in this Offlaa for daily tranmiaalon to 

tha AoooiflBtlng ciTialoo* danoraaduna ahoidag tha oalaolatioaa of oaoh 


^ oMhln* for dlotrlbjtloii to tfeo ▼•rioui 

aim amtioni ooaomfid, tA oopioo oont to too dopooltoro. Csuloto 

sniTrSTS a."“ “*'• 

h* nirrtioo# of aiaor oolnoi^o aotol^ aid orodlto to thlo ooootiatf 
Chooko oro proporod by too Coohlor for all aiaor ooiiaco aotid 


5* of unoarnat (unfit) ooino rotumod to mIta 

(a) Fodoral Hooorro baako 
\b) frirato banks and oourooo 

Coixio vbioh boooao unfit for furtbar olrouUtion am toraod 

ttm _ ^ S® tho rarlom lodoral fi ooor ro imko by 

lb# Fodoral Kooonro OiBla la turn ahip thooo to ttui 
^bo oloao of aaoh tuartor* 3;a*lar tho war maro aufaatlfcutM 
»oro found for alokols and oosta. SllraiwaaLaiiooo ai^lo 

_ - biflt (unourroot) eolna rotumod to tho jUnta ■»# rcN-aoinod imOa 

of nMola and also with roapoot to oaata. tS/Si aiokolo baow 
!? dwoolopod aacBotlo •oc>mtorfl whlob^ 

bo uM only for tho aoparation of aiokolo, Tho aooto am run otm* aaMiAi 
0^10 oo;oratoro to oatraot tho otool oonta. ThTIluJrlSa^I^^^ 
n^holo aro moltod into bora and hold oabioet to 

SSlrii^ ***** “*• •**“ r»«j^ to tto 

Ktg'j ^ sa^rtyA-rj“.yrai»gf-- ‘«.& 

1«6 th. ■UTMN.n.cKMM alaM. ua laaal .aatt, U aJItmaTfS; 

Jbrin* ♦A 4 . 2 ^^ la rooolwod froa prirato banka and oourooa* 

*f *^* "***• »*•«•««• »oto. far 

IttlivjLdUAl® Jfid bmJtl ^ Hmmm ___ > ^ ®X 

for rtoy ptly. tfa«-h« to farl2g;^tI2*SS1Sf nif 

n. E«bw Of .uto lot. rooolrto to to. Wat to. laarSLj tojSiJtou^’ut.ly. 

6* Mo of oopaoroial sold bami 

*booo arm aold In alaoo of 12^, 25. 50 a/4 100 rmmmmm 

ar^“s.sr'.s:ir.,.'ss: ^ 

kto. would olo.oly BMt tto >U. tolffat. to 

tto toltUr, * loftntic “itoolen. In oSr to ®**5*«' ^ 

eotoraooto to pe^blo. ttoW .to.. If ww faS toJd Si.ir?i^oS^ 
par ytor. toqtMto. for tutotolsa. w. wutolv mo.Su J3«TO,000,(» 

toTHtoU tod quotaUoto rtourtodln Itto^Si,^*^’** ^ «» wlro or 


3 


7* Cuatodx •tor«c« of all f Sw otrtlfioato gold boro* 

M tho Roflaor/ produoot gold baro* tiioaa ara dallTorad to tha 
Caahlor for steraM* Oallmrloo art aado in "aaltf" usually aunbarlBg 
22 bars to t'le aslt* Thsso art oaloulatod as to fisis ouxmss and valuos 
and storad by tha Oashlar*s Oirlsioa ia tha gold raults* Tbara ara 5 
liTga Taults in tha Cashlar*s austody and ona la tha offloa* Zt thould 
ba boms ia aiad that tha stor(>ga of gold bullion la tha Oaarar Mlat 
raprasants a aubstaatial portion of tha aatiaa*s waalth* 

Custody of tho raluas hareia nsabiciiadf i«a* gold buZliaa and 
aoia, aa wall aa unaurraat^ ia in tha Caahiar's Diaiaion* Tha Cashl«> 
ia raapenaibla for the safety naaaursa uaad in protaattng thaaa aalusa* 

Itioiarous raoorda ara«of ooursa, nalatainad to aupport at all of 
the aarioua funotioae mantionsd snd daily reports subsittad to tha 
lliat Diaisioas inaolaod* the Cashiar aandsa Dally Stataiaat of Haoaipts 
and Disburasuants end Baleaoas to tha Diraator of tha diatt *nd a copy 
to tha Chiaf of tha federal l^aaaraa tyatsn ia tashingtoa* 

Total flna gold bans on hand this data • l 5 f 205 » 7 ! 40 « 9 S 5 « 99 » 
total ooeBaaroial fine gold bare on hand* 2«4^«178*73 
Cola* ourranoy^ ato« on hand 7«071fUi6^«7O 

ennusl aalua of aonr;oroial bare sold • apprcai^aitaly |5«000«000*00 

■Annual ahipsMnts of ooint 

1952 • • • I 31^*000« 

igliO • - « 9 s366,9K5* 

19U1 • • • 20»121«363* 

1952 • I*9,53^.ie9. 

Contaots with the ganaral publia ara priaarily in itansi 

3 * puiadiaaaa of gold h ailwnr depoaitsi pa^namta for thasa should 
ba siada as sapsditiously as possibls* 

I 4 « wtfohasss of minor soia^a aatal* 

§ » Woaasaiag of miaoallaaaous lota of unfit ooia* 

5 • Salas of soBssraial gold bars* Buyers normally da not icaap a 
larga stoak of suoh bars on hand osiag to tha high raluaa* 



1hil«d«lphla Mitt aet-up in Cash & Deposits Division - Oct# 19$U 


Cash It Deposits Division» 

1 Cashier 

1 Deposit Wdt gh Clerk 
1 Asst# Cashier 
1 Aast. Deposit Weigh Clerk 
1 Accounting Clerk (Abstract Clerk) 
1 Clerk (Typist) 

3 Clerk Typists 

—Tj 

Deposit Molt Roomt 

1 Deposit MeU er 
1 Meltor ”A” 

T" 

Count ic Shipping Section: 

1 Foreman 

1 Asst# Foreman 

2 Machine Operators 

“ir 


RecapI 
9 
2 

Total-15 ^ 
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T:iSA3U;iY DlilViiiTIMJT 
UKITiiD STATES MINT SEliVICE 
IDEI’VER 2 , COLO. 

STATEMENT OF DEPOSITARY ACCOUNT AND 
REPORT OF CHECKS DRAWN ' ' 

Statement of the depositary account apd report of checks drawn by 


(Disbursing officer) (Department) 

_, vdth the Treasurer of the United States, 

Symbol No. _(or___ , 

(other Depositary) 

for the month of_, 19j_. 

Check book balance at close of business, 

_, 19_ _ 

Deposits entered on chock book during 

_, 19_ 

as per attached list of accomplished 

certificates of deposit . ' _ 

Checks canceled during _, 1 9 , _ 

Adjustments (exolain individually) 

TOTAL _ _ 

Checlcs drav/n during _, 19 _, 

as per citlached list or carbon 

copies of checks _ 

Adjustments (explain individually) _ 

Uncollectible checks hs per httached* 

list _ _ 

Check book* balance at' close of ’ * ' 

business, _, 19_. __ 

Deposits in transit Tor deposit to checking* ’ ’ 

account, not yet credited (per list 

attached)* * rjj_^ 

Deferred creciits this month, per 
list of checks attached * .... 


Ch'ock Series Issued 

First Nujnbcr Last Number 

• • • 


I certify that the above statement is correct and the carbon 
copies or list of checks furnished are true copies or transcripts 
of all checks dravm by me on the Treasurer of the United States under 

disbursing s.wbol No. _ _(name of other designated 

depositary) during the month stated. 




Disbursing Officer 




































3/20/56 Pay Checks 

ADJUSTMENTS IN PAY (Per Dlein) EMPLOYEES ACCT. WAGE SrjRVEY - 195^ 


Nanie 

Old Base 

Ndw Base 

Ret. 

Tax 2 

Bond 

State 

Ins. 

Net Pay 

Collins 

161.60 

172.00 

10.32 

22.10 

6.25 

CO 

CO 

• 

1.25 

131.20 

Kennedy 

177.60 

188.00 

11.28 

35.00 

18.75 

1.00 

1.25 

130.72 

Kollander 

161.60 

172.00 

10.32 

26.70 

9.38 

1.07 

1.25 

123.28 

Fleet 

113.20 

lli9.60 

8.98 

8.50 

3.75 

.3U 

1.00 

127.03 

Hayes 

150.iiO 

160.80 

9.65 

10.70 

- 

.U3 

1.25 

138.77 

Johnson 

188.00 

198.i«0 

11.90 

26.UO 

9.38 

;.o6 

1.50 

Ili8.l6 

0*Donnell 

168.80 

179.20 

10.75 

22.80 

12.50 

.91 

1.25 

130.99 

Zea 

150.UO 

160.80 

9.65 

15.30 

-p 

♦61 

1.25 

133.99 


# 


S. 67 - 7^5^ Ixjcrease, effective March 1, 1955* 


June 22, 3955 


Grade 


Per annum rates 


QS-1 

2 

3 

U 

5 

6 

7 

8 


2,690 

2,960 

3,175 

3,U15 

3,670 

U,080 

a,525 

h,970 


2,775 

3,OU5 

3,260 

3,500 

3,805 

U,235 

1,660 

5,105 


2,860 

3,130 

3,3h5 

3,585 

3,9liO 

U,350 

li,795 

5,2UO 


2,9U5 

3,215 

3,130 

3,670 

U,P75 

li,U85 

lt,930 

5,375 


3,930 

3,300 

3,515 

3,755 

U,210 

li,620 

1*,P65 

5,510 


3,115 

3,385 

3,600 

3,810 

U,3U5 

U,755 

5,200 

5,61i5 


8 h$970 5fXQ5 5f2u0 5#375 5^510 5#8u5 

Sq;ibi(8x£r5f^f$8X8x5:|fl§xsx9^ifai^8x^^|iGbcsX8i9i2Slsx8X(ic|^8j{9x 

9 5 .I 1 I 1 O 5.575 5.710 5.81i5 5.980 6.115 


9 

10 

u 

12 

13 

111 

15 

16 

17 

18 


5,Ui0 

5,915 

6,390 

7,570 

8,990 

10,320 

11,610 

12,900 

13,975 

lh,800 


5,575 

6,050 

6,605 

7,785 

9 , 20 $ 

10,535 

11,880 

13,115 

lii,190 


5,710 

6,185 

6,820 

9,000 

9,h20 

10,750 

12,150 

13,330 

lb,liQ5 


5,815 

6,320 

7,035 

8,215 

9,635 

10,965 

12,ii20 

13,51i5 

1 U ,620 


5,980 

6,U55 

7,250 

8,930 

9,850 

U,l80 

12,690 

13,760 


6,115 

6,590 

7,U65 

8,6U5 

10,065 

11,395 


3,200 

3,li70 

3,685 

3,925 

U,180 

U,890 

5,335 

5,760 

6,250 

6,725 


Grade Per annum rates 


CPC-1 

l,9li5 

2,010 

2,075 

2,190 

2,205 

2,270 

2,335 

2 

2,600 

2,675 

2,750 

2,825 

2,900 

2,975 

3,050 

3 

2,7U5 

2,830 

2,915 

3,000 

3,085 

3,170 

3,255 

U 

2,955 

3,0li0 

3,125 

3,210 

3,295 

3,380 

3,965 

5 

3,200 

3,285 

3,370 

3,955 

3,590 

3,625 

3,710 

6 

3,Ui0 


3,610 

3,695 

3,780 

3,865 

3,950 

7 

3,695 

3,805 

3,915 

9,025 

9,135 

9,295 

9,355 

8 

Lo20 

li,l55 

9,290 

9,925 

9,560 

9,695 

9,830 

9 

ii,U60 

li,595 

9,730 

9,865 

5,000 

5,135 

5,270 

10 

li,905 

5,090 

5,175 

5,310 

5,995 

5,580 

5,715 


Kn« Aina K* Selmeid«r» Snperlntandanl 
Mr* Narthall M« Raddlsht Aast* Sopt* 

A* L« Fhillppaa» Cashlar 


Jaiwaiy 27# 1956 


Addlticxial help, Shipplnc Seetlon# Cash ^ Deposits Olvielcei 


With the addition of reesnt help in the Office, I believe 
when these new eBplo 7 ee 8 beoone proficient in their respectire dutiee, 
the office set-up should function rtry well* 


Ute Deposit Melt Roon, with the recent addition of Mr* Hayes# 
seens to be in good shape* 

The Shipping Section is new our weak link* As you know, Mr* 
Kennedy, Poreican, has 2 enployees under hi'n* Mr* KoUander has had 
considerable trouble with Ids back and we hare his dAet(Nr*8 statenent 
advising against heavy work* Mr* Zea, in his 6hth year, is not what 
we can consider a vigorous nan to do heavy lifting* 


We have sone l300#000 in uncurrent coin still unreviewed, with 
■ore to cone, also $363,000 in circulated dollars to be reviewed* This 
crew worked about 10 days cutting copper, with consequent loos of tine 
on review work* Silver bars are now again coning in froa Kenneoott, 
yesterday's shlpnent consisting of 500 bars via P*I*E*, reqidring half 
a day to unload* Changing from express to nctor truck line, nay mean 
that sinilar la rge shipnents will cone in* Xt ia also ny understandiiy 
that tha Bureau intends shipping $16,000#000 in Standard Dollars to this 
Mint, of which $550#000 have al^ady been received* Due to the nunber 
of uncurrent and unfit dollars included, these met be reviewed* 


Dntll the doable shift in the Coining Division, we bad 3 men 
detailed iron the M&R to thie Division. 


If we are to keep this phase of the work going, and the Bureau 

proceae all such coin in order to 
S.Ul«mit C0«iltu«, m ahoold han 2 
nm in this section* Ftirthemore, we are badly crippled with fork-lift 
operators, or rather the ]a ck of then* If we could have at least one 
??v1£**1,m**v^** seetioo, we oonld teach hln the operation of these 

^ asalstant during Settlenent* If 

the Shlpnent of the $16,000,000 in dollars is to be done irSall S- 

that we can get by with 1 younger nan, providinr 
the shipping program is not greatly accelerated* ** ^ 










Pay Cheeks 

- Oct. 31, 1956 

(Retlreraent 

deductions 6^ 

instead of 6f) 


NAME 

Base Pay 

Prev. 

Retirement 

New Tax K 

Netwnt. 

Bcqod 

State 

Ins. 

Net Pay 
* New 

Old Pay 

Philippas 

2U0.38 

lliJ42 

15.62(U) 25.60 

13.75 

1.02 

1.75 

182 .61* 

183.81* 

Griswold 

210.38 

12.62 

13.67 (2)29.50 

18.75 

1.18 

1.50 

11*5.78 

11*6.83 

Berner 

150.96 

17.80 

17.80 (2)17.80 

3.75 

.71 

W 

118.89 

119.61* 

Jesse 

(old) 122.12 

7.33 

8.51i (1) U.90 

mm 

.20 

1.00 

116.71 

110.15 

KoUander 

172.00 

10.32 

11.18 ( 1 ) 26.70 

9.38 

1.07 

1.25 

122.1*2 

123.28 

Hsjres 

160.80 

9.65 

10.U5 (U)10.70 

7.50 

.U3 

1.25 

130.1*7 

131.27 

Fiest 

Ui9.60 

8.98 

9.72 (U) 8.50 

3.75 

.3U 

1.00 

126.29 

127.03 

JohnsoD 

198.UO 

11.90 

12.90 ( 2 ) 26 .lt 0 

9.38 

1.06 

1.50 

11*7.16 

11*8.16 

O'Doonell 

179.20 

10.75 

11.65 (2)22.80 

12.50 

.91 

1.25 

130.09 

130.99 

Zea 

160.80 

9.65 

10.1*5 (3)15.30 

6.25 

.61 

1.25 

126.9U 

127.71* 

Collins 

172.00 

10.32 

11.18 (2)22.10 

6.25 

•88 

1.25 

130.31* 

131.20 

Keonedjr 

188.00 

11.28 

12.22 (2)25.00 

18.75 

1.00 

1.25 

129.78 

130.72 

Tuttle 

122.12 

- 

7.9U (1)17.30 


.69 

1.00 

95.19 



Pay Checks - Oct, 31, 1956 (Retirement deductions instead of 6^) 



NAME Base Pay 

Prev. 

New Tax )i 

Bond 

State 

Ins. 

Net Pay 

Old Pay 


/.'n 
■ !'> 

Retirement 

Hetmnt. 




New 



Philippus 2U0.38 

114.U2 

I5.62(li) 25.60 

13.75 

1.02 

1.75 

182.61; 

183.81; 


Griswold 210.38 

12.62 

13.67 (2)29.50 

18.75 

1.18 

1.50 

3J;5.78 

ll;6.83 


Berner 150.96 

17.80 

17.80 (2)17.80 

3.75 

.71 

W 

118.69 

119.61; 

r- 

Jesse 131«35 

-8,^1, 

8.5U (h) U.90 


.20 

1.00 

116.71 

110.15 


(old) 122,12 

7.33 








Hollander ///, ^172*00 

10.32 

11.18 (1)26.70 

9.38 

1.07 

1.25 

122.U2 

123.28 


Hayes l60,80 

9.65 

10.U5 (U)10.70 

7.50 

.1*3 

1.25 

130 .1;7 

131.27 


Fiest ^ 1U9.60 


(U) ^Jo 

07 "V- 

% 


/ 0 * 

-126.29 

127.03 


Johnson yoi 198.1jO 

11.90 

12.90 ( 2 ) 26.)40 

9.38 

1.06 

1.50 

11;7.16 

li;8.l6 


O'Donnell /i^Ve i79*20 

10.75 

11.65 (2)22.80 

12.50 

.91 

1.25 

130.09 

130.99 


Zea lie. ^ 160.80 

9.65 

IO.I 45 ( 3 ) 15.30 

6.25 

.61 

1.25 

126.91; 

127.71; 


Collins 172.00 

10.32 

11.18 ( 2 ) 22.10 

6.25 

GO 

CO 

• 

. 1.25 

130.3U 

131.20 


Kennedy /nA* 188»00 

11.28 

12.22 ( 2 ) 25.00 

18.75 

1.00 

1.25 

129.78 

130.72 

tilsjri? 

Tuttle ///y/;-/>/'^-W2T,r42 

- 

(i)i7iae- 

■yj-f' 


'1.00*^ 

<73-66 

n-ff- 

fi/25/57 

Berner (to P/dJ) 172,00 


11.18 ( 1 ) 22 .ip 

3.75 

CO 

CJO 

• 

- 

13l;.09 

(P/A 119.61i) 

If 

Alton l50«96 


9.81 ( 1 ) 8.50 

- 

.31; 

1.00 

131.31 



Valdes 152.80 


9.93 (<» 27.70 

- 

1.11 

1.00 

113.06 





umsH rmom • nF n o r m 8EFr#30, 19$7 


faploy— 



On Duty 




Bwmr 

iity> 

ColUlMI 

1105 

kOa<\ ' 

CM»««34 

iitli5 


22115 

at«ci 

22t30 

FULUppui 

12 too 




12l00 Tuttle-Aiton, 

Philippus-CoUins^ 

In ll:fe 

lijli5 Tu 11 le-Ai t on-Gi*i«wol( 
Fhilippus ■ ‘ 

i2ta5 Tut tie -Ai t on-CoUins 

Griswold-Berner-Se& 

-Collins 

1100 Berner-CoUins-V'^!'^^ 
^ Grisw old 

Bemer-Collins- 
Aiton- 6s«i£.In at 
'""12:15 
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SCHEDI]I£ OF ANNUAL SALARI RATEiS BY QRAI3E 
GENERAL SCHEOUIE 
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THI ^ MiVCl 

ik Miviyi ' 



the pay scales of the 

CLASSIFICATION act OF 1949, 

AS AMENDED MARCH 1955, JULY 1954, 

AND JANUARY 1958 

(Tht (op line opposiie e«ch 8r.de .ember •I'"** ^ iTlw'Tht?.TeV(orGS-17'!^dXl9 followed 
p.y period .Irer March 1 . 1955 ,. i» mo.l c..e. March iy 9 «.Jbe '^^^^_ ,, 1956. 

:l?o„Vu.e^twtr:.:« .h. heji..!.* -i <-■ p-y p'-^ •"» 

1958, ia most c»«e8 J»nu»ry 12, 1958.) 

flEMERAL SCHEDULE - BASIC PER ANNUM RATES 


first 

by 

The 

1, 



*"• AutborU«4 by oLlS*•«" 

Ums-iPity .fP r.t. «»' .5^ 


etc POSM MM 

JUNK ItM 
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9* t. 


Idbari S* 
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iBkJbO 
l&WOQ 
•7* -■ 


J'^ 

'Ht 






poUcqr tor 


' • • ■ , f '■' ’ . • • 

177.20 lUlBS *. 3*T$ 

lflk«00 fWM 3«7$ 

laiun 12.0L A«» 3«7$ 
•ppromd tor 


At 


(•) 


i«lA Itr f6 

2/a/$t. 


8 boars • J09 f 


< ' t 


- 


/ » / 

$lJk pA I8«30 


Oigr. IMOlA 

•V, .* ,.;■ U 

A WaiB ; 

•IT VtXVD 

•97 VUVED 

1 

808108 


£-.1: '^7 


Ateijii0l«ati«i ^ Tnowaa g . 




liMP y 

UiloV ✓ 
lli3*T9 




\ 









0 









m mcbTA mubcw xo« 

JUmif iMC^CIHt^AHt Mni< 


DCMACW* coro- 

Mves sxvsimvxtoM bovbo 


VTANDARD rOfUM MO* 64 


Offic 

TO t 

PROM I 

SUBJECT; 


:e lAewoTandum • united states government 

Mr* CbarlM HUJLtr 

Mr, Albert Philippiie date: 7-15-58 

Mr, bruee LeFoULatt# 

Mr, JohB Jamieaon 

Birsomiel Offlee 


Vaeaneiee on the Quard Foree 

Tte Director hae instmeted ue to fUl two eadetlng vacaocles on the 
Quard Force by elttwr detailing or traxiaferring ungraded enployeee 
from the operating diTteiona, 

A notice hae been posted on the Bulletin Board, infozsoing the employeee 
of these yaoanciea. Your cooperation in helping us locate qualified 
persons will be appreciated. 













2rs.*ar 

y—g j Ti i k Si4iii^wg 

D.c. ai(MCk«M«a5i3hMLl 

w.-i-'*'•■'T? 




PAY tAW^^A Idok^^at' the new. Clat- 
< ^ ! l«1 y il< i, f»r.federal xIm. e»i~ 
li^'anployees ehows tiuit tite amount ei 
“•» »ct»^y averagea 7.7 

* laoai^rtly referred to 

’-5 pt» 5 ailCT#le|;:S^ ihhrdaee av- 
iu;:;:3iiVigas hii^Mr because tte neSe schedule 
• out to the next highest '*0** or 

' ♦%’^jbr toi^ U*»es. Also, the amount o£ 
t^^i^thlo-iriide increaM was raised in ” 
•op^caMa, fo a^ain ajbetlar proportion - 
bMweeoH m pay iavels. ' 

: A* VHere «e the new pay schedules for 
fttlabaified empleyees and postal workers: 


EMPLOTESS 






o®:} .. um um tuet 

2l:l :;;;;::i ^ ’■’** 

06-4 —:.... 4440 

08-5 . 4JU 

GS-« ........ 4430 

GS-7. 3453 

GS-0 . 5.««5 

GS-S - 4.435 

GS-IO . 44»5 

GS-11 . 7440 

aS-12 . 845a 


4140 

4410 

4495 

5430 

0450 

0.600 

7.160 

7420 


4; 
44t5 

ijfo 
5405 
4415 
4.745 
.7.325 
8 080 
9.475 



9.995 10455 . 


92ii „ 

GS-rS . 10.435 10495 11.155 11.415 11475 11.935 

GS-14 ..12J10 12.470 12.730 12490 13.250 13.510 

GS-15 . 13.730 14.055 14.380 14.708 15.030 ... . 

GS-16 -... 15 255 15,518 15.775 14435 16.295 . 

GS-17 .. -16430 16.790 17.050 17410 17470 . . 

GS-18 .18400 .*. .•... 


SMS 

SJ05 

'4.100 
4405 
4.765 
8.150 
8455 
5.995 
6.480 
7 110 

-7.820 

4.005 

9.470 


SJT5 
3.940 
4448 
4.468 
4J28 
8.328 
6.740 
6.200 . 
6.705 ' 
7.350 
. t.G80 
8490 
9.780 


11.075^.11.440 
12.305 12470 
1X505 13.870 
15.165 15425 
16485 11.945 
17.200 


1X410' 10.745 
11.805 


12435 

14.235 

15885 

17.095 


sJes 

4475 
4JS0 
4835 
8.085 
5.500 
5825 
.:^S.405 
6.930 
S 7490 
’8.340 
9.175 
10.090 
11.080 
12.170 
13400 
14.600 
16445 


ivV 

SJ3I 

4414 

4838 

4848 

5.345 
5.678 
6.110 
6.610 
7,155 
7.830 
8.600 
9,460 
10.400 
11.415 
12.535 
13.665 
14 965 
16.605 


4.045 4.195 


4845 

4.440 

5,145 
5 405 
5850 
6495 

6.815 

7.380 

8.070 

8.B60 

9.745 

10.710 

11.750 

12.900 

14.030 

15,330 

16.965 


4.440 

4835 

5.305 
5.545 
6.025 
6.480 
7.020 
7 603 
6.310 
9.120 
10.030 
11.020 
12,085 
13.265 
14495 
15.695 
16.965 


LABOR-MANAGEMENT PLAN TO BE UNVEILED—The non-partisan, business- 
supported NaUonal Civil Service League next month will disclose its recommenda¬ 
tions for establishing more satisfactory;XabQr-management relations ii> the Federal 
service. ' ^ r 


The league for the last six months had studied the labor-management nra.f!tir*« 



liberal labor-management policy in Government, more formal recognition of em¬ 
ployee unions and.more extensive dealings with them on matters involving person¬ 
nel policies and grievances. • 

The committee is composed of top industrialists, educators and labor officials. 
It is headed by Winston Paul, New York industrialist who is chairman of the Gen- . 
era! Aniline and Film Corporation Finance Committee. - • - - 

Other members are Cecil Morgan of Standard Oil Co. of New Jersey, Sterling 
Spero of the Graduate School of Public Administration and Social Service of New 
York University, James Mitchell of Brookings Institution, John W. Macy, Jr., of 
Wesleyan University; Prof. Dale Yoder of Stanford University's School of Business, 
George Richardson of the AFL-CIO, and Arnold Zander, president of the State, 

. County And Municipal Employees Union. 

In addition to recognition of public employee unions, the comniittee also will 
■^make recommendations on the degree of collective bargaining advisable in Govern- 
vmQnt, a dues checkoff s'ystern, etc. 

.■5 The committee's study is especially;.tim.ely in vihw of the successful enactment 
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April 29 , 19$9 

a^ploj«M vorlcliig in CASH It DEPOSITS DlTISlCai 


Fernantet Craws t 

OFFICE • (SaeiloB) 

Fllilipp^lSf Baad 
Woodrowj Asst* Head 
Began, Stane •Clerk 
Kawklrk, Clerk 
Alton, Velgber 
Bemar, Weigher 

CoUine, Weigher 7 


Deposit Halt Rocms (Section) 

Johnson, (Forasian) 

Funk, Kelter 
Fleet, Halter 

Davis, Melter li 


Const & Shying Section • 

Schrook, Foreaan 
Taldes, Weigher 

Langham, Haefalne Operator 3 


a 

TawporazF (Detailed) 

MeCullongh 

Qonsales 

WllsoB Jli 


Total awpleyees vorklqg 18 


(To be retamed to Coining Divlelaa • 3) 
after Jbna 30, 19$9 




1^1 


3 - 






10 

u 

- 12 

13 

Ih 

15 

/• 16 

17 

18 
29 


Cl«rk-st«MgnplMr (Prtaoipia dtttlM) Mj 10,1955 

CaloiilAt# dipo«ii« f o- 

V 1/ 

15P« Matim 

8m that dapoalta ara ast ddlajad Mj whira 
Chaak oaleolatloBs with laaagrv 
XsauM Billa of Ladli^ 

EiDtar pajMDta in Countor Book 
Qporatoa Ditto MaoMLna 
ffx roplaeanMnti to Cdaor 
Chaoka ehoeka iaaaod 

Ptoetaa thiflt Lota (aoriberisig, llatiaKf etc.) 

Aaalata la Aadltlaf Billa of Ladiiv 

RaoalVM Blno CroaaBigrMBta as) tabolataa aaM 

Aaaiato in cRiailic TanSera oa ShLpmmU oa oasda 

I 

15pm od report to ft. XtooK 
Takas dletatlco aad tranaerlboa saw 
Chaeka Silvar Affidavlta for 105 toiaraaoa 
nsM all records oa Taalt Tabla at doss of di^ 

Aasiiara t alaphn oa calls as aaeassaiy (Cash A Osposita Divistca) 


20. maoeUaaaoaa FUlag 







DAILY TKAN;iAOTIONc» . OASHISK’S omUB 
lU iJ* Mint, D«nvar 


Data 


































































^ tx ; ' • * 


1% 4 N4« 

,‘% tw* W U\(^ t*k^» ^<»^t tiw» to l^i'O. 

TV«N't to Mii: 

1% 4411'^U <»» («) • if *0\ off oth#^ dlv* «fri»et«»^1« 

¥i\\ >«>f^ o<»t«ot with AoovxmtUig atti A«t«^« Bivialons • ehpoklng 

M«)iwi wiU yon» io for 4 vooka on fu^U'i>antal«» 

Vo) Caiowlatint 
(4) AhatirwoUn* 

T% Joiki'OLtna* ^ ll^.Vi AH xbatmct* XiOO cXoalnf report to noc^* 

thtonooa frvwn offlcat Sacwrlt^ ra(t»* roqulra ? praoont. 

If jrona for 10 or 1? winutos 0*K. othorwiaa ba suro to 
Infom »*r, or >kv<dr<x» or hill wboi'o o*n b* looatod* 

f%. Coffoo braak • OK If not to oxcroii !•% mlmitOA) but usually abusod. L»?t us know. 

10* iMnoh porlovH to 15iU5)with 15 min. loovay, 

11% VtaNro oat lunoht 


If* Vlsiilnjr othor 4 i>rislons and talking with Guards, etc. 

X'% Telerh^e oalla - Answer ’♦Cash «. Deposits Division”. Long distance or inquiries 
(a,I tse laemo pa\i% inforw me or Qlen. 

U* Hr«. Sohnei4«^r Supt., Hr, Reddish Asst. Supt., I aw Head and Mr .Woodrow Aset.Hd. 


1*^* Job description 


lb* Wash room off office, ladies room on 2nd floor. 

IT. Nurse on duty if ill - slip needed. 

IS, Abswtesi Illness la unscheduled unless Dr., Opt. or Dental. 

Annual leave arranged in advance. ' -- 


19* If obliged to be absent, call ns or Mr. Woodrow. 


20, 3 Sections in this division. 15 people in this division. 


*1* DonH leave office unless at least 1 person present. 

Security Rules. 

22* Introduce to personnel - 

23‘ •• to AKS and 

2lj. Show around, elevator, etc. 


Operations - Gold, Coin, 
Unc. coin. 


25% Presently engaged in large gold shipping program. 

►?6, Follow rules meticuously. Ho chang es without my O.K. 
27* Door buster - do not open unless pa7ty IS lORBMftt'.' 

** i' 4 ; i. r 




STANOANO WOmM NO. 04 


Office Nkmorandum 

ro ; Philippas 


UNITED STATES GOVERNMENT 

DATE: 1959 


FROM : Manning 


SUBJECT: Position Description for Claasilled Jobs 

Attaoted Is a copy of ^Int Personnel Procedures Letter No, !?• 

lou will note that the fomat we have been using for classified 
position desorlptlcaiB will no longer be used and tha^ the descrip t io n s 
can be no nore than two (2) typewritten pages In length. 


Emd^osure 


SCHEDULE SIia^IUG PRESET AI® RSCCXII-IEUDED 
BASIC HOURLY VjAOE RATES FOR UNGRADED SUKIRVISORI 
POSmOI'JS AT THE DENVER imJT 


BASIC HOURLY V.'A(ffi RATES 




PRESEIO: 


RECa-aiEMDED 


liin. 

liid. 

Ilaxc 

Min. 

lad. 

Max. 

Increase 

(Cents) 

FOHET-IAN 

Chief Engineer 

^2.6^ 

.?2.71 

s52.77 

.:?2.73 

^2.79 

<i>2,85 

.08 

Coin Press Section 

2,79 

2.85 

2.91 

2*88 

2.91; 

3.00 

.09 

Counting & Revievlng Section 

2.^6 

2.62 

2.68 

2.61; 

2,70 

2.76 

CO 

o 

• 

Counting k Shipping Section 

2.56 

2.62 

2.68 

2.6U 

2,70 

2.76 

.08 

Deposit lielter 

2.73 

2.79 

2.85 

2.82 

2.88 

2.91; 

.09 

Head Annealer 

2.50 

2.56 

2.62 

2.58 

2.61; 

2,70 

.08 

lilead Automatic Scales Operator 
c: Adjuster 

2^hh 

2.50 

2.56 

2.52 

2.58 

2,61; 

,08 

Head Building Maintenance VJorker 

2.59 

2.65 

2.71 

2.63 

2.69 

2.75 

.01; 

Head Electrician 

2.97 

3.03 

3.09 

3.10 

3.16 

3.22 

.13 

Head Iteke-Up Weigher 

2.69 

2.75 

2.81 

2.77 

2.83 

2.89 

CO 

o 

• 

Head Process Weigher 

2.56 

2,62 

2.68 

2,6U 

2,70 

2.76 

.08 

Head Tool & Die Maker 

3.00 

3.06 

3.12 

3.09 

3.15 

3.21 

.09 

Ingot 1-Ieltiag Section 

2,79 

2.85 

2.91 

2.88 

2.91; 

3.00 

.09 

Refinery Melting Section 

2.73 

2.79 

2.85 

2.82 

2.88 

2.91; 

.09 

Rolling k Cutting Section 

2.79 

2.85 

2.91 

2.88 

2.91; 

3.00 

.09 









SCHEDUIE SHCfrJII© PRESEilT AND KECQI-DIE;ffiED 
B/iSIC HOURLI WAGE RiiTES FOR UNGRADED SUPERVISORY 
POSITIONS AT THE DENVER MINT 


BASIC HOURLY WAGE RATES 



PRESEIOT 


Ef- 

RECa^EENDED £‘ 

Cective 

/10/60 


I^ln. 

1-Iid* 

Ma^c. 

run. 

14id. 


Increase 

(Cents) 

ASSISTANT FOREMAN 

Asalstent Hsad Annealer 

S2.37 

S2.U3 

S2.U9 

i?2,l45 

§2.51 

§2.57 

.08 

Assis’bant Bead Electrician 

2.67 

2.73 

2.79 

2.80 

2.86 

2.92 

.13 

Assis’tant Head Make-Up Weigher 

2.56 

2.62 

2,68 

2.6U 

2.70 

2.76 

,08 

Assls1#ant Head Process Weigher 

2.1i3 

2«li9 

2.55 

2.51 

2.57 

2,63 

.08 

Assistant Head Tool & Die leaker 

2.87 

2.93 

2.99 

2.96 

3#02 

3.08 

.09 

Coin Press Section 

2.66 

2.72 

2.78 

2.75 

2*81 

2*87 

.09 

Goimting & Reviewing Section 

ZM 

2.50 

2.56 

2.52 

2.58 

2.6U 

.08 

Ingot Ifelting Secti(ai 

2.66 

2.72 

2.78 

2.75 

2>81 

2.87 

♦09 

Rolling & Cutting Section 

2.66 

2.72 

2.78 

2,75 

2,81 

2.87 

.09 












SCIEDULE SHOl^lIi'JG PRl’;SEiJT AID PJSCOi-SEiMllD 
BASIC HOUllLY WAGE RATES FOR UliGR/vDED iJON-SUl’ERfflSORY 
POSITIOWS AT THE DEriVni i-IEllT 


BASIC HOURLY WAGE RATES 



PRl'iSEIJT 


REi CQa* 4. ii i 

Ef 

1, 

fective 

Ao /60 


Hin, 

Hid. 


Ilin. 

Hid, 

liEXa 

Increase 

(Cents) 

VJORKEIJ 






;2,U2 

,08 

Annealer 

2.22 

.;2.23 

v;2.3li 

s:2.30 

.2,36 

Carpenter 

2.U9 

2,55 

2.61 

2.53 

2,59 

2.65 

.Oil 

Die Setter 

2.U6 

2.52 

2.58 

2.55 

2,61 

2.67 

.09 

Electrician 

2*53 

2.59 

2.65 

2,66 

2.72 

2.78 

.13 

Engineer (Stationary) 

2 . 1 a 

2.U7 

2.53 

2,li9 

2.55 

2,61 

.08 

Furnace Builder 

2.27 

2,33 

2.39 

2,35 

2 . 1 a 

2.ii7 

,08 

General Mechanic 

2.63 

2,69 

2.75 

2,65 

2.71 

2,77 

.02 

Helper (General) 

lo97 

2.03 

2,09 

2,06 

2.12 

2.18 

.09 

Ifelper (Trades) 

2.13 

2.19 

2.25 

2,a 

2.27 

2,33 

,06 

laborer (Custodial) 

1.8U 

1,90 

1,96 

1.90 

1.96 

2,02 

0 O 6 

Machine Operator 

2.05 

2,11 

2,17 

2,lli 

2.20 

2,26 

On 

0 

0 

llachine Operator (Rolling & 



2,39 

2.35 

2 . 1 a 

2,ii7 

,08 

Cutting) 

2.27 

2.33 

Ilachinist "A" 

2.116 

2.52 

2,58 

2,55 

2,61 

2,67 

,09 

Machinist "3" 

2.22 

2.28 

2 . 3 I 1 

2.30 

2.36 

2,ii2 

,08 

-I'iolter ”A” 

2.U6 

2.52 

2,58 

2.55 

2,61 

2.67 

.09 

'Melter ''3" 

2.22 

2.28 

2,3li 

2.30 

2.36 

2.1i2 

,08 

Pressman 

2,22 

2,28 

2.3U 

2.30 

2,36 

2,li2 

,08 

Roller - 18” Hills 

2oli6 

2,52 

2.58 

2.55 

2.61 

2,67 

.09 

Scale Builder & Adjuster "A" 

2.70 

2.76 

2.82 

2.79 

2,85 

2.91 

.09 

Scale Builder & Adjuster *'B” 

2,li6 

2,52 

2.58 

2.55 

2,61 

2.67 

.09 

Sweeps Cellar Operator 

2 .I 16 

2,52 

2,58 

2.55 

2.61 

2.67 

.09 

Tool L Die Maker 

2.70 

2,76 

2,82 

2,79 

2.85 

2.91 

.09 

-v.eigher 

2.36 

2,li2 

2.U8 

2.1jli 

2.50 

2.56 

,08 
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Mint Psrsonnel’ FToceduros Latter No* 



To AU Offices 
Bureau of the Mint 


Noveaber 30, 1959 
y 


SUBJECTS Position Classification (Position Descriptions) 


Mint Personnel Procedures Letter No* 11, dated 
March 2, 1959# is amended as followss 

.vt -■■■'■ 

The Civil Servlet Coomisslon has revised the section 
on preparation of position descriptions In Chapter P-2 of the 
Federal Par^nnel Manual* This section now prescribes a stan— • 
of adequaxsj for position descriptions under the Classifi— 
cation Act* The manner of writing descriptions has been left 
to the agencies, provided adeq^te Information is contained in 
the description for classification purposes* 

The Mint will follow the practices set forth below: 

1* Position descriptions will be strictly limited in 
length to two typewritten pages or less. 

2*, Factor headings, prescribed in the discontinued Guide 
for Writing Position Descriptions (SF-75a), will be eliminated 
in future descriptions* 


3* Descriptions will include the information formerly 
given under the factor headings, which is necessary for the 
proper evaluation of the Msitlons; i.e*, (a) scope and effect 
of the work performed, (b) supervision z^eived and exercised, 
(c) guides used, (d) decisions and cocuuitments made, (e) spe¬ 
cial qualification reqziirements or specific mental denandb, and 
(f) significant personal work contacts. These factors may be 
Incorporated in the description of the actual work assignments, 
or may be stated in a single paragraph after the description 
of the duties* Any description of the function which the posi¬ 
tion serves should be sunmarlzed briefly in the Introduction* 
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wollol odl ibioon avmI bno loubooo ,e«9tviM s'Myolqm* wO )o aKYloaD lubx j i»}iA 
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nol^Dt 

TKVAft^*'^CTARTimT 
' ^ 4 mil Umi MIbI 

TKBAsuRTDiPAniiBirfiiunAUorTiiBiiiirr 

t.oYolqm9 trU )o alloil MhxJiDri^ (imnop bno bubooo t»3nDanoh9q sd) Jodi 1 ^ 

•ms nl bsuntlnos sd bIuod« »i'A6Mlir»OIBOIHIfROtM4^ bsmon 

M— John J« Chacon »«■;»{«>« EtlpT (Qtardl^ EQD fw« 10-12-60 

0 bno bsvissdo ylseob sd socDtinohsq sld Jodi lud ibsunllnci? sd soYoIq;ns sdT .d CIj 

n« January iU.iI»<An niyOinnK fc M Wlxlihi* paobscieotty (trial) 

peribd. Th* Si^rriaor vitl CDa<>i«s tbs fsllosii^ ^tadoooairc on tbs sstslcta and osoduct of this siaploysc. 
snd route it thfDU|b chaaoels to tbs PvaHMlilliiibiriril AnbattnLabviUbMilMfiiMjti fjipider^d do4 should not 
be biased or subjea to auess or fasoritiSB. (wolod tsweno) 

Yes No 

Dost the employee violate the le<we leQulatloos of the OtQcnlKAlon? ■ ■ Wff . 


1 . 

2 . 

3. 


Has the employee's todiness leoord beep satisfactory? 

Does eovloyee use sick leave as it occumulatee? 
Leave balance os of 11 


,lM. 


Jlo. 


Sick. 


Annual 


4. Does employee comply with regulations opd routine ol opecatioas os pcescrlbed? 


JCna. 


5. 

6. 

7. 

8 . 

9. 

10 . 
11 . 

12 . 


Does he cooperate with both supenrisor and oo^tvorkers In their wocklngieloUgnshlps?—12£. -- 

Is the ea«>loyee slow In elnsnpooj£n 2 iiLbtA_^ 

No 


When deficiencies have been cdled to his attention, does he: 

(^ Show resentment? 

(b) Fcdl to show Impcoveotent? 

Does employee meet production requiiements? 

Does the employee show on Inteiest for ond seem to like the work he is doing? 
Does he display qudlty and accuracy In performance of assignments? 


Yes 


JfiA. 


Yes 


H« there been any reason to question tbs employee's physical Utness to perform „ 

duties of the position to which osslgned? .em ditw bessuoalb n«v.*r« nnimi 


H(m eiqployee demonstrated emy special skills or epUtudes? 
(Exploin) Too early to evaluate this Item. 

loelvisque 






,8[ ♦rsT, 


18^1 »8I ,n:l 


SJaa 

13. Do you believe that the envloyee Is cqxdileol performing duties on a hlgher level 

than those presently performed? -^9 8. 


9M0 


14. H* there been frequent contact with employee to provide <my needed ^[mcial assist* 

once and guidance In the perferonooe dhU duties? 


utu^ Ae needed In training * By udyun ? Supervisor. 


(over) 


I 
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Addi^ cxjiisnents 

ni wol;; 9H) 8 l 


.u 


?o. 
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<‘)nsc.)n«^97 wod^ (c) 
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JHiIa-XOtlngJiaai)tan discuaMd with mte ^bonpicao nol/^w of ncljrjc.*: odi lo b 


Employee 


^at^hulUqo 10 2 lli >8 Iri^^qe \fj£ )^1VYffiV V3b fv^olqr//^; 
.r:>Jj: n.i fit oj^( r tvr> rcT 

Sttpefrieor 


Jan^ 18, 1961 


/ 

Jan. 18, 1961 


Dsce 


Date 


lovel lerlt'iii r i>o aeiiub pni.mohaq lo eluwro ^I doyolcjina idJ tt'ri) 9Vt>ileci l.v oCJ .cl 
_ . *rb 9 mx 3 l: 9 q ybuoeeiq eaoHl n. .it 
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__ ^eeiiut o.d lo -sonnnf lioq oo! ni ocnDtiup bno o-inc 


, hr-oua <rmoif^ yS • rtr hM!..oorr - A 
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I mi* MM 

fmilAltiMV DMAMTMMT 
M IK* MIaI 


Name. 


iMJttU. 


TKBAftmv i>i»j«miiiiTiMmsAUor TMEWirr 

. • ’ ( : * 

* , • * • #’ 

ORIIHTATION tY lUPIIIVIIOR 
CNtCICtlST 


■tank 



T-gA 


Durii^ ill* MBploy**** flr« f«v R*]rf tWa (•k cIm l i|i* n r|i*»f wlU iaavtiict b A* blUnrbf ■actav^ ckaddag a*ch 
iirai •* li 1* <|l*caa**dt, 


,.rt 


r~l I. Acqu«nt tba *mploy** hla >uiroMndBteqt<.q» arct fc aw, kay patyb to ^ aaiycw. 
rn 2. Dtploin your raapDoaibUty OB aupaiviaot orhI Iba^llfM <4 Mpaavtaloy. , 

. ' ■ M *, <■ :•/, * \ ,,, 

fn 3. Elxplaln tha obJaicAIVM ^ tha'oactlon «Bd Ua laliiUoii'to tho D^Mooi' ' , 


'•f,* 


• » ^ • 


4. »» 


O 4. Malw<iMilkibb|o«niploi^oopi>y'oflib JobdaactlpUQa'4Bd%)9}abttMdiRlMtb#aaii.Sbow 

l^■ (My IxiKadB tiM anak artiat protaettua Mac ur aa Im aMulkl foka. 


\ 


pi 


-, I 

t • I ^ )s 


I.-: • '.T . 




O 5>>' Eapioln and aw(}kiMiw iwiaty iulit‘<n4lagtti|»t^^ .. 

•V.- ; • ’^vv> >•. 

o 6. liiiQiBaa4Joy#aaatoa4iW0QaakUul^^bRl9i(ict(xyat(nM«p«f0CM(nof btamaol 
<io»Uty* <Md fob 'crtUlblM «5;>. * . »,** v/ , 'f' V . ‘ 

f ,v -r '^V ■ 4 , ij-.; - . 

CJ 7, Ebptab««(«N («Hk*.|^B:tkMaiiif^ CM"taUaf paflod*‘lanA 

Q 8. Eapkak '^r <ial gwa^ a i w ai x laov^ wypa to od|,iaf, aa>y 

• aaaay cjSiblwab b^aportiiw'twIftiM.^ 

Q 9. ExiJotiAMriiaa ^ cay madkd jtoobu a ^ia aM H, *Mad W mUlipii latoiicttoiaH 

• • ». * M..%- .< >*r«u ... . - .a , L • .. * 


• * * 

4r if’ > ( 

■! 

*• 
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'O n. Explain to arnployairtlM afoartly ollha jmirt<Qn <6 whldiV bVaign^-. ' ' 
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THE EVER READY CALENDAR MFG. CO. 


U. S. PAT. 


$ M T W 1 f $ 

1 M T W T f $ 

J * T w I r »li « T w T r || 

1 M T W T r t 

1 M T W T r 1 

JANUMY 

riBRUAAY 


WAY 

JUNC 

1 2 

3 4 9 6 7 8 9 
10 n 12 13 14 19 16 
17 18 19 20 21 22 23 
25 26 27 78 29 SO 

1 2 3 4 6 6 
7 8 9 10 11 12 13 
14 15 16 17 18 19 20 
21 22 23 24 25 26 27 
28 29 

1 2 8 4 5 
6 7 8 9 10 11 12 
13 14 15 16 17 18 19 
20 21 22 23 24 25 26 
27 26 29 30 31 

1 2 

3 4 5 6 7 8 9 
10 11 12 13 14 18 16 
17 18 19 20 21 22 23 
24 25 26 27 28 29 30 

1 2 1 4 5 6 7 
8 9 10 11 12 13 14 
15 16 17 18 19 20 21 
22 23 24 25 26 27 28 
29 30 31 

12 3 4 

8 6 7 8 9 10 11 
12 13 14 15 16 17 18 
19 20 21 22 23 24 26 
26 27 28 29 30 

MY 

AUCUST 

SlPTtMBeA 

OCTOldl 

NOVtW^ll 

DICUNMR 

1 2 

3 4 5 6 7 8 9 
10 11 12 13 14 15 16 
17 18 19 20 21 22 23 
25 26 27 28 29 30 

1 2 3 4 5 6 
7 8 9 10 11 12 13 
14 15 16 17 18 19 20 
21 22 23 24 25 26 27 
28 29 30 31 

1 2 S~ 

4 5 6 7 8 9 10 
11 12 13 14 15 16 17 
18 19 20 21 22 23 24 
25 26 27 28 29 30 

2 3 4 5 6 7 8 
9 10 11 12 19 14 15 
16 17 18 19 20 21 22 
•J# *5, 25 26 27 28 29 

1 2 3 4 5 

6 7 8 9 10 11 12 
13 14 15 16 17 16 19 
20 21 22 23 24 25 26 
27 28 29 SO 

1 2 3 

4 5 6 7 8 9 10 
11 12 13 14 15 16 17 
18 19 20 21 22 23 24 
25 26 27 28 29 30 31 


LAST MONTH 

/ 

JUNE 

MAY 


SUN MON TUE WED THU FRI SAT 

S M T W T F S 

1 2 3 4 5 6 7 

8 9 10 11 12 13 14 


12 3 4 
5 6 7 8 9 10 11 

15 16 17 18 19 20 21 


12 13 14 15 16 17 18 

22 23 24 25 26 27 28 
29 30 31 


19 20 21 22 23 24 25 

\ 

26 27 28 29 30 


NEXT MONTH 

JULY 


S M T W T F S 


1 2 

3 4 5 6 7 8 9 

10 11 12 13 14 15 16 
17 18 19 20 21 22 23 
25 26 27 28 29 30 


ENGAGEMENTS FRI. 24 JUNE MEMORANDA 

8:00 


8:30 


9:00 


9:30 


10:00 


10:30 


11:00 


11:30 


12:00 


12:30 


1:00 


1:30 


2:00 


2:30 


3:00 


3:30 


4:00 


4:30 


5:00 


5:30 



176 


Friday, June 24, 1960 


190 
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TREASURY DEPARTMENT 
Bureau of the Mint 


TREASURY DEPARTMENT - BUREAU OF THE MINT 


ORIENTATION BY SUPERVISOR 
CHECK LIST 


Name_ John J. Chacon 


Position Helper (General) F.nn nato 10-12-60 


During the employee's first few days on the job the Supervisor will instruct in the following matters, checking each 
item as it is discussed: 


□ 

1. 

□ 

2. 

□ 

3. 

□ 

4. 

a 

5. 

□ 

6. 

□ 

7. 

□ 

8. 

□ 

9. 

□ 

10. 

□ 

11. 


Acquaint the employee with his surroundings, co-workers, and key people in the section. 

Explain your responsibility as supervisor and the line of supervision. 

Explain the objectives of the section and its relation to the Division. 

Make available to employee a copy of his job description and explain the duties thereon. Show 
him any hazards the work may hove and what protective measures he should take. 

Explain and emphasize safety rules and regulations. 

Inform employee as to what constitutes a satisfactory standard of performance in terms of 
quantity, quality, and job attitude. 

Explain general office practices such as relief period, lunch periods, and hours of duty. 

Explain vacation policy, and granting of annual leave. Advise employee whom to call for emer¬ 
gency annual leave or in reporting sick leave. 

Explain the use of any special tools, equipment, and any written instructional material. 

Assign employee to specific duties. 

Explain to employee the security regulations of the division to which he is assigned. 


( 



Date 


GPO 9 24015 








standard form no. 64 


Office Alemoranduw • united states government 


Payroll Section 

TO & Depoalta Dlvlalon date; October 11« 19o0 

Melting & leflalng Dlv. 

Capt. Wldaier 

FROM Personnel Office 

SUBJECT: Btaployec - John J. Chacon 

Thia la to InfoxB yon that Mr. John J» Chacon la to report for duty on 
Vedneaday, October 12, 1960. Be la to report to Mr. Fhlllppua In the Cash & 
Depoalta Dlvlalon. (Mr. Chacon la officially assigned to the Malting & Beflnlng 
Dlvlalm, but la being loaned to the Cash and Deposits Division). He la to 
report for duty at 8:00 A. M. 











standard form no. 64 


UNITED STATES GOVERNMENT 


Office yUmorandum 

Payroll Section 

TO ^ .-.fisSh i Depoeite Division 

Melting & lefinittg Div. 
Cspt. Widmer 

FROM Personnel Office 


DATE: October 11» 1960 


SUBJECT. Inployee - John J, Checon 

This is to infom you thst Mr. John J. Chscon is to report for duty on 
Wednesdsv. October 12, I960. He is to report to Mr. Phillppus in the ^h & 
Deposits Division. (Mr. Chscon Is offlclslly sssig^ 

Division, but is being losnod to the Cash and D^osits Division). He is to 
report for duty ot 8#00 A# M* 
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Niw it • i 

Uff, JiJf If^T 


TIlAlUtT nf PAan mrr 

NOTIFICATION OF >nS)NNa ACTION 


(. NAMi |LA*f tCAW) Wii» MM** 

CHAO(M» John J. (Nr.) 


L OAII Of WITH 

9-24-34 


I. IMNTIWCATION l«»Ww n l> 

Ippvd, on Pcraoonol 
Mo. 112(1960)12-2-60, 

C wm It AN OtftCIAl Nonca Of TMt raHtONMIl action onctitao MIOW, WHICM AMVCrt Y0«« IMflOYMINI. MNMAL IHK>M4AH0M con. 
CMNINa Tout ■MnOTMINT AmAM ON THt UVUU IIM Of THIf K>tM. _ 

L^NAniM Of ACTION mN h* iMai 

OMtPtniloa to Caroor-Condltlofial 
Appolat—nt 




Of ACTION 
12-11-60 


I. avn. lUYici ot othu uaA^ AWTMOtin 
Mint Id. of U.I.C.B. Ixanlruira, 
Cort. Mlnt-9 (1960), 12-5-60, 


Halpar (Oonoral) 
Uogr. f2«12 p/h 


luroau of tho Hint 
, Tl* S, Mint, DooTOr, ColoriMlo 
Moltios k loflnlnt Olvlalon 
lnj|ot Molting fact ion 


Dowror, Colorado 


a rotiTiON Tina 
AND NUMMt 


fiSSv 


NL MAMI AMP 

WHICH 

■MnOYW 


M. OOTT 
STATION 


Holpar (Ganaral) 
Ongr. 91.12 p/h 


Buraau of tha Mint 
U, f. Mint, Danvar, Colorado 
Malting & laflnlng Divlalon 
Ingot Molting Sactlon 


Danvar, Colorado 




IL AffMTtOMM) 
KmilOM 


D'* 


;] 




II. viiiiAN rtmAiNOi 


mTT' 

iilJ- 


i4 TiNUMaaoua 

U 


H. tOtITION OCCUHIO It IN THt: 


M. AfDOOftiAnoNigx, lu.* of tha Mint 
nnw 'JMly 1, IMO 
^ Juno 30, 1961 




17 . fAYlOU DiPUCnOHS 


eta 

9ICA 

flM 

Z 


z 


WrvIcM 


11, OATl 07 AifOINTMiHT 
AfflOAVm ( 


12-9-60 


If. 


IflrJLZrfefli 


UrU-fiOi 


B «. !• itwtpifliwi 9t I fMi pfitHiMiry (tf PWl) 

N. Wnrlgg inwlliif cmHpt !•# p trmg—M) Hmmf frmmt _ 

iMurittimi m iw m rtpulpii. Omk, t mppIImMm dj «. D«rtef pp^ihN— LZD-. 

Attnehadi font 61. 


fr9m f mo u Hta mm Im 


■■plgyoo haa aarrad uniar Taaqiorary Appolntaaat at tha Mint ainco 10-12-60. 


r~* -v'"- . 

wrmr 


Oi 


PL tiPHAlVil iPf pitpr ■MtiMliMlppI AMP imi 


f • 


jpIflA, OOUMJttO 


•fV 

\ 


.C 


PmpRpWppI 

of tha Mint, PaalUapmtt 25^ P* C. 


MncMr of ilM lUiit 
1 ^ 1 ^ D#c#ttbpr 15| 1960 




I, iiifLomcon 


1 . a. MVCMagar 
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TREASURY DEPARTMENT - BUREAU C3F THE MINT 


DENVER MINT 


PERFORMANCE REQUIREMENTS 
Pofition Tttl« and Gradtt Mad>ln» Operator. Rpl lino & Cutting Stctlon 
OrQvilzatiom 

Qgneral Obizctivf 

To oporaU slitter, blanking presses, transfer car, cranes and conveyorsi 
also to assist In the operation of 18" rolling mills as a crew mekbero 


Amount of Work 


Strip Slitter • Satisfactory performance rec^ulres that the employees operate 
the strip slitter, Incltidlng handling colls to and from the slitter, on 
the following promotion schedules 


Cents Coils, UlO Lbs* each 
Nickel Coils* LlO Lbs. each 
Dims Coils, U80 Lbs* each 
2$ Cent Coils, U80 Lbs* each 
$0 Cent Coils, U80 Lbs* each 


lU Coils per hour 
13 Coils per hour 
12 Coils per hour 
12 Coils per hour 
lU Coils per hour 


Blankina Presses • The employee is required to operate high speed blanking 
pemss (m siil »ngs of finished strip at the following production rates 


Cent Rings, 200 Lbs* each 
Nickel Rings, 200 Lbs* each 
Dime Rings, Z2$ Lbs* each 
2$ Cent Rings, 22^ Lbs* each 
^ CMit Rings, 22$ Lbs* each 


Bliss Presses 

^ per hour 

7 per hour 
per hour 
7t per hour 
6 per hour 


G* E. Presses 

^ per hour 

6 per hour 
5 per hour 

7 per hour 

8 per hour 


Flnislt Rolling Mill • The employee is required to feed strips and coils 
’^ig^ng lsi<!) Co Lbs* each into the finishing mill, with the assistance 
of an associate sharing equal responsibility in maintaining the following 
production sChedulest 

Cent • 36 strips, UlO Lbs. each • 1 coiling pass and $ passes 
on coils to finish in 2 hours, 20 minutes* 

Nickel • 36 strips, UlO Lbs* each -> 1 coiling pass in 13 
mlnutesi $ passes on annealed coils to finish in two hours, 

10 minutes* 

Silver • 36 strips* U80 Lbs* each* 3 passes before anneal 
WWnlwUB. 

Dollar • 36 annealed coils, U 80 lbs* each, 3 passes to 
finish in one hour, $0 minutes* 

Quarter <- 38 annealed coils, U 80 Lbs* each, U passes to finish 
in iwo hours, 20 minutes* 

Dime - 38 annealed coils, U80 Lbs* each •» 5 passes to finish in 
Iwo hours, ^ minutes* 
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The employee Is required as a crev member to assist in maintaining the 
operati<m of the breakdown mill on the following prodbiction schedules! 

Cent • 12 ingots, lilO U>s« each, U passes in UO minutes 
gl^l • 12 ingots, UlO Lbs* each, 18 passes in one hour 
• 12 ingots, U80 Lbs* each, 11 passes in 3^ minutes 
12 annealed slabs, 1^80 Lbs* each, 5 passes in 2$ minutes* 

Quality of Work 

Satisfactory performance requires that the employee coordinate his work 
with others; see that the machines he operates imroduce material meeting 
quality requirements; observe and report defects in equippient being 
operated or of material produced; keep different kinds of material 
from becoming mixed; follow foreman*s instructions regarding details 
of operating procedures; maintain clean and orderly cmditions in the 
inoiediate working area; and work in a manner contributing to the safe^ 
of himself and others* 


Dependability 

Satisfactory requires that the employee be regular in attendance, 
consistent in the use of working hours to the Job at hand with little 
loss of time for personal reasons, and show a sense of responsibility 
toward the work* 


Conduct 


Satisfactory performance requires that the employee adhere to the rules 
and regulations established for personnel of the Mint Service; that he 
show a cooperative attitude toward fellow workmen and supervisors and a 
sense of duty to the Hint organization* He is ejqiected to avoid abuse 
of sick and annual leave privileges* He is expecUd to willingly work 
with others and assist in any necessary group effort* 


baie 


^tkng Officer 


' ' bate Reviewing' 6f:^ieer 

IHCUMBEWT'S CERTIFICATICHI 

I have received a copy of these performance requirements and understand 
the performance I will be required to render* 

baie 


IncumbenC 












TRSASURY D^AimiEOT - BUREAU OF TOE HINT 


DENVER MINT 


PSRPORHANCE REQUIREMENTS 


Position Title and Gradet Machine Operator 
Organizations Coining Division / 

General Objective 

To cerate counting nachines« upsetting mills« automatic scales^ 
electric lift trucks and hoists; also to assist others in the operation 
of other types of equipient as assigned* 


Quantity of Work 
COUNTING & REVISWING SECTIONS 


The employee is required to operate a hopper stand of two counting 
marlines and a portable sewing machine in the counting and bagging of coin 
at the following rates s 


Half Dollar 

Quarter 

Dime 

Nickel 

Cent 


30 bags per hour 
2U bags per hour 
20 bags per hour 
20 bags per hour 
2 $ bags per hour 


The eaplc^ee^ working with a partner sharing equal responsibility for 
the amount of work done, is required to handle bagged coin on to the balance 
for weighing and off to pallets at the following ratess 


200 Bags per hour 
200 Bags per hour 
300 Bags per hour 

UPSETTING SECTIONS 


Silver Coin 

Nickel 

Cent 


The employee is required to operate a dual automatic feed upsetting 
mill in the upsetting of blanks at the following ratess 


Half Dollar 

Quarter 

Dime 

Nickel 

Cent 


36^000 Ozo per hour 
32*000 Ozo per hour 
18*000 Ozo per hour 
35*000 Oz* per hour 
2$*000 Uz. per hour 
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AUTQtlATIC SCAUsS SECTIONt 

The employee is required to operate automatic scales vith drum hopper 
feed at the following ratest 

HaOhine Operated Blanks Weighed per Hour 

Half Dollar 2 7,CXX) tizc per hour 

Quarter 3 5»200 per hour 

PROCESS WEIGH SECTIOMi 

The employee is required to operate crane and load and unload balance 
at the rate of lUO^OOO ounces of blanks or coin per hour. He is required 
to operate electric lift truck in transporting coinage material to and from 
the various operating sections at the rate of 280^000 ounces per hour. 

Quality of Work 

Satisfactory performance requires that the employee coordinate his work 
vith othersi see that the accurancy and orderliness In performing work is 
maintained} be alert to observe and report defects in equipment being operated 
or material processed} keep different kinds of materials firan becoming mixed} 
carry out instructions of supervisor regarding details of operating procedures} 
consistently work in a manner contributing to the safety of himself and others. 

Dependability 

Satisfactor y 'performance requires that the anployee be regular in 
attendance^ consistent in the use of working hours to the job at hand vith 
little loss of time for person'll reasons^ and show a sense of responsibility 
toward the work. 


Conduct 


Satisfactory performance requires that the employee adhere to the rules 
and regulations established for personnel of the Mint Service} that he show 
a cooperative attitude toward fellow workmen and supervisors and a sense of 
duty to the Mint organization. He is expected to willingly work with others 
and asslt in any necessary group effort. He is expected to avoid abuse of 
sick and annual leave privileges. 











TRSASUHY DBPARTHQIT • BUFEAU OF THE MUIT 

DENVER Miinr 

PERFORMANCE' REQUIREMENTS 
Position Titlo and Qradas . _ Die SeUbt^p 
Qrganiaationt Oolnino Division 

Gancral Obtectiva 

To set dies in the coining presses and nates adjustaitnts and ninor 
repairs necessary to the stasqiing of blanks into coin* 

Quantity of Nork 

The eaployee is reqnired to perform all of the ^lerations involved in the 
setting of dies in coin presses and the making of necessary adjustments in 
mininum time to avoid excessive loss of nachine production tine* Adequate 
perfomance under nomal conditions requires that the dmnging of a complete 
set of dies in a press be made in 30 aimiteSf and that a press be changed 
from one denomination to another in 1 hour and 1$ miniites« The employse is 
also required to efficiently employ available time in the handling and 
preparation of coinage dies and in the inspection^ adjustment^ and minor repair 
of presses and feeding equipment* 

Quality of Work 

Satisfactory performance requires that the employee coordinate his work 
with othersi exercise sufficient ^11 in setting dies to produce coin of 
quality acceptable to the supervisori demonstrate ability to recognise im* 
proper press fiinetion and made corrective adjustments or repairs! carry out 
procedures for handling and accounting for dies with consistent accuracy* He 
shall consistently uork in a manner contributing to the safe^ of himself and 
others* 


Dependablli^ 

Satisfactory performance requires that the employBe be regular in 
attendance^ consistent in the use of vorklng hours for the Job at hand with 
little loss of tins for personal reasons^ and Show a sense of responsibility 
toHard the work* 


Conduct 


Satisfaotofy performance requires that the employee adhere to the rules 
and regulations estsbli^ied for personnel ^ the Mint Service! that he show 
a cooperative attitude toward fellow workmen and supervisors and a sense of 
duty to the Mint organisation* He is ca^^ected to willingly work with others 
and assist in any necessary group effort* He is expected to avoid Sbuse of 
sick and annual leave privileges* 











TREASURY DEPARTMENT - BUREAU OF THE MIHT 


DENVER NIIIT 

PERPORNAMCB REQUIREMENTS 


Position Title and Gradat Ptessman 
Qrganizatiom Oointna Division 

Oaneral Qblectiva 

To operate coining presses in the stamping of blanks into coin* 

Quantity of Work 

The employee is required to operate five coin presses regularly and 
up to eight presses for a limited tine sudi as lunch periods or in 
emergency situations* Press Operation ineludesi keeping press hoppers 
supplied with blanks* inspecting &Kple coins with hand magnifying glass 
at least once before dunging each cat^ trapi delivering stamped coin 
from presses to gathering trucks via dolly and hoistj lubricating pressesi 
starting and stopping presses and correcting minor misfunction; and keep¬ 
ing working area clean* 


Quality of Worit 

The employee shall be accurate in carrying out procedures for inspection 
of coins coming from presses to maintain effectiveness in detecting and 
eliminating defective coin* He shall take good operational care of presses 
in such natters as lubrication* detection of faulty press operation and 
cleanliness* He shall consistently work in a manner contributing to the 
safety of himself and others* 


Dependability 

Satisfactory perfmaance requires that the employee be regular in 
attendance* consistent in the use of working hours for the Job at hand with 
little loss of time for personal reasons* and show a sense of responsibility 
toward the work* 


^ndjjct 

Satisfactory performance requires that the employee adhere to the rules 
and regulations established for personnel of the Mint Service; that he show a 
cooperative attitude toward fellow wortesen and supervisors and a sense of duty 
to the Mint organization* He is expected to avoid abuse of sick and annual 
leave privileges* He is cuepected to willingly work with others and assist 
in any necessary grotq> effort* 
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TREASURY - DEPARTMENT 
UNITED STATES MINT SERVICE 
Denver 4, Colorado 


dune 


NOTICE TO THE PUBLIC: 

Due to the annual settlement beinjr made at the Mints 
June, deposits received at this institution after June in will 
paid for until after July 1, 1962. 


1, 1962 

durinjt 
not be 


(Mrs.)Fern V. Mi Iler 
Superintendent 


/sX 

-\ 



. % 






OPTIONAL FORM NO. K) 
5010-103 


UNITED STATES GOVERNMENT 

Memorandum 

Hr* Monahan / Mr* Jaaieson 

TO : Mr. PhiHippus'^ Mr* Miller date: August I, 1962 

Capt* Widzoer Mr. Judge 

FROM William A* Hanning 


subject: "Treasury Department Qualification and Stills Updating Inventory" Forms 

Enclosed are copies of "Treasury Department Qualification and Skills 
Updating Inventory" forms. The Bureau has instructed us to have these 
questionnaires completed by all supervisory and non-supervisory wage board 
employees and all other employees in grade GS-U and below* 

Will you please have such employees under your supervision complete 
the forms as soon as possible* The completed forms should be returned to 
the Personnel Office no later than August 2h as we must make a report to 
the Bureau concerning this survey* 


Enclosures 


TREASURY DEPARTMENT QUALIFICATION AND SKILLS UPDATING INVENTORY 


INSTRUCTIONS; From time to time Treasury employees 
through off-the-job attendance at school and participation in 
self-development activities increase their skills and qualifica¬ 
tions to a significant degree, but for some reason or another 
fail to make this information part of their official record. 
Other employees may possess needed specialized skills and 
qualifications which they are not currently using and which 


aren't purposely reflected in their records. 

By completing this form you will have the opportunity to make 
sure your record is up to date. It will also provide your super¬ 
visor and the Personnel Officer an opportunity to make a 
summary review of your qualifications in terms of immediate 
and anticipated personnel requirements. 


NAME 

(Last) 


(Firet) 

(Middle Initial) 

DATE OF BIRTH 

SEX 

O MALE □ FEMALE 

POSITION TITLE 




SERIES 

GRADE 

GS OTHER: 


ORGANIZATIONAL UNIT 


(Office) (Division) (Branch)(Section) 


List U.S, Civil Service Examinations you have passed during the past 5 years (Omit the exam for the 
position you now hold) 

How long have you worked in 

TITLE 

YR. TAKEN 


YRS. 

MOS. 



(a) your present office? 





(b) the Treasury Department? 





(c) your present position? 





(d) your present grade level? 




EDUCATION AND TRAINING 


Circle the highest 
education level 
achieved 

Primary 

12345678 

High School 

12 3 4 

Col lege 

1234567 

Trade or Business 

H 1 IK 2 2 3 4 

Show all education above high school 

List all courses con^leted during the 
past 2 years (off the job) 

SCHOOL AND COURSE 

FROM 

TO 

Degree 

Dertlf. 






















SPECIAL SKILLS AND QUALIFICATIONS 


In the space provided below, list any special skills, talents, or other qualifications which you believe should be highlighted in your 
record in connection with possible future assignments. 


Add any teener al comme nts you wish to make on t he reverse, - - - --- -- 

AVAILABILITY 

If your skills and qualifications could be more effectively utilized by assigning you to another position 

Would you accept such an assignment only in certain geographical locations? (If yes, list locations on reverse) □ YES □ NO 

Would you accept such an assignment in another Treasury organization? (U yes and your choice is limited, sig~ □ YES □ NO 

nify t he limitations on the reverse) 

SIGNATURE OF EMPLOYEE DATE 
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CASH & DEPOSITS DIVISION 
SENIORITY LIST - Per Diem Employees 
(Tenure in Division) 


1-16-63 


1* W. S. Johnson - 1938 
2. J. E. Collins - 8-16-53 
3* R. E, Berner - 10-3-55 

k» D. C. Fiest - 2-13-56 

5* D, A, Alton - - 8-29-57 

6. X. E. Funk-1-27-58 

7» R. C. Langhom- 7-7-58 

8, C. D, Davis - 1-11-59 

9. T, E. Schrock - 1^-29-59 

10. A. Hill- 7-5-60 

11* F, Y. Miyazawa- 10-29-61 
12o J. Valdez --7-8-62 


CASHIER'S MONTHLY SETTLEMENT REPORT as of _12 


Items 

Office 


Vaults 



Total 

Fine Gold Bars 

0 O 0 C 0 o o 

« . $ 

- 



Gold Com* Bars 

$ _ 

0 tv.’.; 

« u • .V • 

^ * « 










S.S. DOLLARS . 

0 

o 

o 

c 

o 

o 

o 

o 

o 



$ 


HALVES . o o . 

% 


— ' •» ) v» 




QUARTERS , . o 


, 1-0. ~ 

— r / 

• 01^ 



DIMES o o o o 

e a 



#• & 

*. - 


NICKELS o 0 . 




* W 


' 

CENTS 0 0 o o 

a a 

— r 1 — 

— ^ oic^u jun 

• ** 

• •A 

• C _ 



V. — » •J- 

— o 'U ^ • J 

* 

f 

o 

CURRENCY . 0 . 

o 

OC.~ ‘ - 1 

-.Vl ,14# 

* « 

• • 

• ) 

COUNTER CASH: 
Dollars o o 


- 

- 

• 



Halves o . 


.-a 

_ 'V -T • * 

• “# 

« A 


Quarters o 

O 0 




• 


Dimes o 0 o 

o 

jA- ''-L . 


* 

1 


Nickels , o 



- — - 0 J\ 


• • 

T 


OOTILS 0 0 0 0 

Currency <> . __ 

For Multilated_ 

For Pyx Coin - ... - - 

TOTAL 

■' ' ' * 0000000*000 ' 

, Total Cash AssetSo $ _ 

UNC. S.S. DOLLARS 
In Vault o 0 0 0 
In Chr. Vault « 

RECOINAGE: 

Go^ d 0 o O O O 

Suhy, Silver . o_ 

Minor 0 0 O O O 

TOTAL RECGE o o — Cashier 




















































CASH & DEPOSITS DIVISION 
SENIO^TT LIST - Per Diem Qi^loyeee 
(Tenure in Olvlslcm) 


!• W. S« Johnson - 1938 

2, J. E. Collins - 8-16^53 

3. R# E, Berner - 10-3-55 

U. D. C. Flest - 2-13-56 

5. p. A. Alton - - 8-29-57 

6. 1 . S. Funk - - 1-27-58 

7* R* C, Lan^om- 7-7-58 

8. C* D, Davis - 1-11-59 

9* T* E. Schrock - lt-29-59 

10. A. Hill-7-5-60 

11. F. Y. Hlyazawa- 10-29-61 

12. J. Valdez - - - 7-8-62 


1-16-63 


12. 


CASHIER'S MONTHLY SETTLEMENT REPORT as of 

_ Office _ Vaults Total 

Fine Gold Bars . » . , » . c , . % _ 

Gold Conio Bars $ _ 


S.S. DOLLARS . . o o „ 

HALVES « , . „ I _ 

QUARTERS . . o . _ 

DIKTES » o o 0 o .. 

NICKELS , . . . ._ 

CENTS a o o o « 

CURRENCY . . o . _ 

COUNTER CASH: 

Dollars o . . _ 

Halves o « « <._ 

Quarters » o o_ 

Dunes o o o o 

Nickels o o o __ 

Cents 6 0 0 0 

Currency o » c_ 

For Multilated_ 

For Pyx Coin _ 
TOTAL 


UNC. S.S. DOLLARS 


In Vault . 0 o . 
In Chro Vault o 


RECOINAGE: 

Gol, d o 0 0 o 
Suby* Silver 
Minor » o . o 
TOTAL RECGE o 


o o 


$ 

$ 


s _ 
$ ^ 



Total Cash Assets* $ 


Cashier 



















































TREASURY DEPARTMENT - BUREAU OF THE MINT 


Apfi 
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DENVER MINT 

PERFORMANCE REQUIREMENTS 

Poaition Title: RQT.T.ER - 18" MILLS _ 

Organization: Coining Diviaion. Rolling & Cutting Section 


GENERAL OBJECTIVE 

1 

To operate 18" breakdown mill or 18" finishing mill and related handling 
equipment in the rolling of large ingots for the production of coin blanks« 

AMOUNT OF WORK 

Satisfactory performance requires the operation of the breakdown mill at 
the following minimum production rates: 

Ccpt “ 12 ingots veighing 410 lbs. each reduced frcan 
1.750" thickness to .225", 13 passes in 40 minutes. 

Nickel - 12 ingots weighing 410 lbs. each reduced 
from 1.750" thlcknesa to .610", 12 passes in 35 min. 

12 ingots stretch frcm .610" to .220", 5 passes in 
23 minutes. 

Silver - 12 ingots weighing 4S0 lbs. each reduced 
from 1.750" to .610", 10 passes in 25 minutes. 

12 ingots stretch from .610" to .225", 4 passes in 
20 minutes. 


Satisfactory performance requires the operation of the finishing mill at 
the following mi n i m um production rates, using the x—ray gauge cuid auto¬ 
matic strip gauging equipment: 

Cent - 36 strips, from .225" to .050" in 6 passes, 

2 hours, 10 minutes. 

Nickel - 36 strips, from .220" to .190" in 1 pass and 
transfer in 8 minutes. 

36 annealed colls from annealing furnace .190" to .0645 
Finish in 5 passes, 1 hour, 45 minutes. 

Silver - upooil 4 passes for dimes and quarters reduced 
from .225" to .110" in 4 passes. 36 coils = 1 hour. 

Silver upcoil, 3 passeii for quarters reduced from .225" 
to .110" in 4 passes. 36 colls = 1 hour. 

Half Dollar - 40 annealed coils from annealing furnace 
.130" to .067" In 5 passes, 2 hours, 40 minutes. 

Quarter - 40 annealed colls from, annealing furnace .110" 
to .0515 in 4 passes, 2 hours, 15 minutes. 

Pl”e - 40 annealed coils from annealing furnace .110" to 
.O4O" in 4 passes, 2 hours, 35 minutes. 
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Perfonoanoe Requlremente 
Roller - 18" Mills 


QUALITY OF WORK 

SetlsfaotoTy performanoe requires that the employee coordinate his work with 
others; operate mill and x-ray igauge controls in proper sequence and timing; 
follow proscribed rolling schedules; make such adjustments in the x-ray 
gauge controls I mill screwdovny roll cooling water and oil on strips as are 
necessazy to control the material being rolled within desizad limits; avoid 
damage to equipment; produce finished material meeting specifications; 
obsexve And report defects in equipment or coinage material; maintain clean 
A n d orderly conditions in the immediate working area and work in a manner 
contributing to the safety of himself and others. 

DEPENDABILITY 

Satisfactory performanoe requires that the employee be regular in attendance» 
consistent In the use of working hours for the job at band with little loss 
of time for personal reasons, and show a sense of responsibility toward the 
work. 


CONDUCT 


Satisfactory performance requires that the employee adhere to Uie rules and 
regulations established for personnel of the Mint Service; that he show a 
cooperative attitude toward fellow workmen and supervisors and a sense of 
duty to the Mint organisation. He is expected to willingly work with others 
and assist in any necessary group effort. Re is expected to avoid abuse of 
sick and annual leave privileges, vrhen business requires going to another 
section, be is expected to ccmiplete the business at hand and return promptly. 
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DENVER MINT 

JOB r-ESCRIPTION 

PoBitlon Title: MACHINE OPERA.YC« _ 

Organisation; Coining PiYieion 


Primary Function : 

To operate various produotion machines and pourer handling equipment used in 
the Coining Division. Also to operate or assist in the operation of other 
equipment in the Coining Division with the objective of meeting time and 
proficiency requirements for upgrading. 

Working Procedures ; 


Upsetting Section 

Operates dual aut<muitio feed upsetting mill. Observes blanks feeding into 
upsetting mill to see that mill is operating properly. Inspects upset 
blanks to insure that mill product is satisfactory. Uses gauge to check 
blank for adherence to correct site. Cleane machine and working area. 
Operates lift truck in moving material to and frcm working area. 

Autom&tlc: Scalee Section 

Operatee automatic weighing machines. Watches machines to see that thsy 
are operating properly. Carefully notes supervisor's instructions as to 
classification of material being weighed and proper dleposal of weighed 
blanks. Pills feeder drms with blahka. Sees that autcmatlc feeder le 
working properly and that blanks keep moving continuously along feeder 
track. Keeps alert for alarm bell and light on each machine that indi¬ 
cates failxire of feeder to deliver blanks into machine at sufficient rate. 
Assists in handling hulk material. Keeps machine and working area clean. 

I 

Counting ^ Reviewing Section 


Counting ; 

Operates two eutomatio counting machines cotinting coin into hags, each bag 
being closed by sewing with portable sewing machine and loaded on .to 
truck for mase weighing. Sees that counting machines are accurately set 
for denomination being counted so that no oversiaed pieces will pass through 
counter. Delivers loaded hand truck to balance for weighing operation and 
asslats with weighing. Helps move material Into and out of working vault. 
Keeps machines and working area clean. 
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Working Prooedures (Contlrmed) : 

Reviewing ! 

May be assigned to reviewing table for purpose of reviewing defective 
material and providing accep'Able blanks for stamping into coin® 

Bag Room Operation t 

Prepares new bags by stampinj^ n^uired information on the face of the bag* 
Processes used bags by sorting according to dencminatlon, then checking 
for holes and changing dates if necessary. Repairs damaged bags with 
patching machine. Stacks and counts bags according to production require¬ 
ments. 


Procf)3s Weigh Section 

Operates electric high-lift nnd low-lift trucks in transporting blanks and 
coin between the Process Weif'h .Action and other sections of the Coining 
Division. Also transports cointi-ge material with hand trucks and hand lift 
trucks. Operates electric ci'ano. 

Assists with weighing of mat<irial and keeping of related records. 

All Other Sections of Coining Division 

Operates or assists in the o^jertition of equipment in various sections of 
the Coining Division primarily t/O obtain progressive experience for regu¬ 
lar assignment to particular tyi)es of work required to carry on coina^ 
operations. The types of work i.nvolved are operating coin presses, roll¬ 
ing mills, blanking presses, slitter, blank annealing and cleaning equip¬ 
ment and slab-coil annealing fui'cace. 

r 

of Level of Work PerTormed 

(a) Supervision Received by Job - 

Foreman or Assistant Foramcoa assigns machires to be operated, 
schedules work to be perfoivicd, and intermittently spot checks work 
for progress and quality. 

(b) Supervision Exercised by Job - 


None. 
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fit fftrtPUgp Of IitTtl Of Work PTfonMKi fC 9 rjt.irnf#.rf | » 


(o) lUaponBlbllitj - 

R^eponalbla for following work jrethoda correctly and at eufficiant rate 
to maintain production requlremfnts^ Raapcnalb a for keeping machinea 
operat<wJ under obeerratlon to detect irregularitiea in function or pro¬ 
duct, Reaponaible for obaervrin^ safety ruloa, 

(d) Job Knowledge - 

Kuat have at least six months* ixperionce as a helper and have attained 
sufficient proficiency to satisfactorily perforr-i one or mere categories 
of dutlfts dotallcKS in tbis Job dosoriptlone 

(e) Mental Application - 

Must be alert to follow work 8c'<3dules oorrectljr, watch product for 
and detect improper furctioning of eeju^ipaont, 

(f) Job Skill - 

Must exercise sufficient skill In t^ndllng njatejrLal and operating 
machines to maintain production at efficient le^el, 

(g) Physical Demands - 

Light ^ moderate physical ecertlon required la Upsetting and Process 
Weigh •oeotions, Mo'lerate to heivy physical 0 x 0:^108 required in other 
eections. 
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DENVER MINT 


JO B_ DESCRIPTION 


Position Title 


RQT.T.ER - MTT.T-tj 


Organisation 


Coining Division. Rolling A Cutting Section 


Description of Kind of Work Performed : 

Primary function is the operation of breakdown mill and 18" finishing mill 
in the rolling of large ingots into finished strip for the production of coin¬ 
age blanks. Also, as circumstances require, the incumbent may operate other 
equipment such as strip slitter, blanking press, or slab-coil annealing furnace. 

Nature of Operation - 

Material operated on is Ingots of bronse, cupro-nickel, and silver, which 
are 1 3/4" thick X 12" wide X 60" long and weigh 410 to 480 pounds. The 
breakdown mill reduces the 1 3/4" thick ingots to .230" thickness in 12 to 
15 passes. At this stage the ingots have lengthened to 37' long slabs. 

The slabs are then transferrod crane to the finishing mill where they are 
reduced to precise finished thiciknesses in 6 to 9 passes, the final product 
being coiled strip ready for sl^.tting and blanking* Annealing is required 
at two stages in the reduction of the cupro-nickel and silver Ingots to con¬ 
dition the mstal, and this requj.res removal of the material from the system 
and its return after annealing. All handling of material around the mills 
is done by conveyors, cranes anti other mecbanlcal devices. 

Working Procedure - 


Breakdown Mill 


Operator controls mill and handling equipment in the mill circuit from 
station on the entry side. 

Sets roll spacing with motor^nlriven screw-down on mill for successive 
reductions of slab according to prescribed rolling schedules. Feeds ingots 
and slabs into the mill with motor-driven roller entry conveyor. Controls 
motor-driven run-out roller conveyor which receives slabs as they are dis¬ 
charged frcm mill. On all exce])t final pass be delivers slabs from run-out 
conveyor b7 push-off mecbanium :jito power-driven chain cross-over conveyor. 
On final pass ha reverses puah-off and delivers slabs into receiving rack 
alongside run-out conveyor. 
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Working Procadure (Continued) 


Delivers slabs in oross-over conveyor on to pouerHlrlven roller return 
conv^or and thenoe Into powerHirlven transfer wheels which is located 
opposite and parallel to the mill entry conv^or. Operates transfer wheel 
to return slabs to entry conveyor as needed for feeding into mill. Regu-> 
lates volume of cooling water sprayed on rolls to control head generated 
by rolling. Sprays oil or solvcmt on slabs entering mill as experience 
dictates to properly condition slab for each pass. As occasion demands• 
assists in loading entry conveyor rack with ingots or slabs» disengaging 
slabs that become stuck in conv^or system, transfering finishing material 
from the mill, and performs miscellaneous duties to promote operational 
efficiency. 


Finishing Mill 


On Entry Side: 

Controls operation of mill and upcoiler fron station on entry side of mill. 

Sots roll spacing with motor*^riven screw-down for successive reductions 
according to prescribed schedules, making corrections to hand micrometer 
gaugings of strip when necessary. All atrip is in coiled form after first 
pass. 

Regulates entry of strip into mill with pinch roll, directing helpers to 
manually push colled strip into position to feed through mill. Inserts 
, holding bar through coil to stabilise it as it unwinds into mill. Regu¬ 
lates cooling water to rolls and oil spray on to strip to maintain 
proper rolling conditions. Observes strip as it runs from mill and is 
coiled in upcoiler. Operates valve lever to eject coil from upcoiler at 
right instant to form tall of desired length. Operates cradle elevator 
to lift coil into position for run-off on to return conveyor. 

As occasion demands, assists in transferring coils between storage 
conv^or system and finishing mill, in removing fouled material from mill, 
emd performs miscellaneous duties to promote operational efficiency. 

On Run Out Side: 

Adjusts upcoiler for sise coil desired as strips become thinner with each 
pass through mill. Straightens coil in cradle elevator after ejection 
from upcoiler. Signals operator on entry side of mill to raise elevator. 
Sees that coil moves off elevator on to return conveyor. Signals operator 
when ip lower elevator. Assumes responsibility for seeing tlmit gauge of 
finished strip is within required tolerance to produce good blanks as to 
weight. 
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Working Procedure (Continued^ - 

Gaugos all oolla on nasct "to last paaa vi'th hand mlorooia'tor and inarka gauge 
on coll as a guide for mill aetting on final paaa. Haa teat pieeea and 
test coils rolled on final pass. Haa test coils blanked and weighs samples 
to obtain variance from standard weight. Using this information in con¬ 
junction with gauge markings on coils from previous pass, adjusts mill for 
finishing pass of each coll through mill to obtain finished strip of correct 
gauge. 

During periods of heavy production, lOOJf of time is devoted to performing 
the duties described above. During periods of reduced production, the 
incumbent may spend up to 4056 of time on duties such as operation of strip 
slitter, blanking presses, or slab-coil annealing furnace. 


Description of liSvel of Work Performed g 

(a) Supervision Received by Job: 

Supervision is exercised by Foreman or Assistant Foreman who assigns mill 
to be operated, schedules material to be rolled, and periodically checks 
the progress of the work. 

(b) Supervision Exercised by Jobs 

Acts as lead man of mill crew to keep the work moving along and to see 
that certain details are taken care of as occasion arises. 

(c) Responsibility: 

Is responsible for abiding by safety rules and regulations issued for 
the protection of employees. 

Responsible for handling mill and conveyor controls to obtain maximum 
output of a vital production unit. Responsible for accurately following 
rolling schedules to obtain required gauges of rolled material at all 
stages. Responsible for watching material and equipment to detect and 
report irregularities to foreman. 
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(d) Job Knowledget 


Mufit know how to operate 18" breakdown and finiehlng mille and related 
handling equipment used in rolling large ingots into slabs and coils 
of specified thicknesses. Must have had 18 months* experience in the 
^ Cutting Section* including six months* progressive experience 
in all phases of work as a mill crew membei*. 


(e). Mental Applications 


^st bo alert to follow rolling schedules accurately and operate mill 
controls at a rapid rate. Must keep material, rolling mill, and handling 
equipment under constant observation for irregularities. 


(f^. ‘ Job Skill: 


i 1 'A 

^ j 




- Must be able to manipulate rolling mill and conveyor controls xmpidly 
i^and in a hi^ly coordinated manner to maintain large production volume. 
Must exercise good Judgment in use of oil on strips, cooling'watep^ on 
rolls, and manipulation of screw*^own to correct run of slab pr.st^ip 
when necessary. Special skill is required to constantly adjust finish¬ 
ing mill screw-down controls to micx’ometer readings in obtaining eorroct 
gauge of strip on finishing pass. 


(g) Physical Demands: 


Moderate to heavy physical exertion is required. Extrmnely noiiy con¬ 
ditions exist. 


' ' TREASURY DEPARTMENT - BUREAU OP THE MINT 

DENVER MINT $ 

JOB description 

Position Title: PRESSMAN 

Organization: Coining Division. Coin Press Section 


Primary ftinction is the operation of coining presses in the stamping of blanks 
into coin. 

Duties: 

Operates four coining presses regularly and may operate additional presses 
under special ciroxxmstances. 

Makes preparations for starting presses each morning as follows: 

Inspects machines for dirt or oil drippings emd removes same. 

Opens glass cup oilers and services zerk grease fittings. 

Checks cup and ball and pin and shoe joints for lubrication. 

Brushes dies briskly with wire brush to get thoroughly clean. 

Pills feeder tubes with blanks and sets first blanks in collar 
over lower dies by hand. 

Puts feed hopper in place over feeder tube, tightens connection, 
and puts feeder drive-belt in operating position. 

Starts each press in turn, using inching button to make sure 
feeder fin^rs are operating properly in delivering blanks into 
collar holes. Then steps up press to full speed and makes final 
check for proper functioning. Inspects coins at once for defects. 

Draws blanks from meszanine chute into shuttle tray mounted on casters. 
Delivers blanks to each press with suttle tray and fills press feeder hopper 
with blanks fron tray, using hand scoop. Refills press feed hoppers periodi¬ 
cally. 

When catch trap, which receives stamped coin through delivery tube on press, 
becomes full, the pressman catches sample coins and examines them with mag¬ 
nifying glass for defects of any kind. If coins are all right, he dumps 
into tote box on casters located under it. Vfhen tote box bec(XDe8 full of 
stamped coin, ^mttles it to nearby hoist, lifts it and dumps it into 
large tote boxes on truck. 

Racks up about 300 ounces of coins in shaker tray every 2 hours and examines 
them for edge defects cmd mis—strikes. Gets die setter to chock and approve 
coin. 







JOB DESGglPTlON 
PRESSMAN 
PAGE 2 


Duties (Continued^ : 

Stops press and cleans dies when coin defects due to dirt are found. 

Vfhen coin defects due to any other cause are founds he stops press and calls 
die setter, who takes over until trouble is corrected. 


Keeps batches of coin from catch trap containing defective pieces separate 
from good coin until it is reviewed and defective pieces removed. 


When press feed hopper becomes fouled, the pressman detaches hopper and 
rotary assembly, dumps blanks from hopper, and lo(^s for cause of trouble. 
Ifdue to bad blank, he removes same, reassmnbles feeder and starts press 
again. If trouble is due to other causes* he calls die setter. 

Watches press bearings for overheating, paying particular attention to cup 
& ball, pin 5 shoe, and crankshaft bearings, seeing that all items are 
properly lubricated. 


Cheeks friction block guides for overheating and lubricates them lightly 
whan needed with oil on fingertips. 

Shuts down presses at end of shift as scheduled by foreman. Checks flikl 
coins stamped and delivers all coin into large tote boxes on trucks, ^uts 
off all oil cups. Dismantles feeding assembly, wipes all available'working 
parts of press, replaces feed fingers and feeder tube on press, and covers 
press table and dies with cloth. Sweeps floor in vicinity of presses and 
cheeks for stray blanks or coin to ccxnplete cheek of material with Process 
Weigh Section. 


Deacrintlon of Level of Work Perfonaed : 

(a) Supervision Received by Job - 

Supervision is received from the Foreman or Assistant Foreman who train 
and instruct pressmen in Job routines and inspect work from time to 
time for adequacy. 

(b) Supervision Exercised by Job - 


None. 
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Bsa gylptlon of lOTel nf U o rk Perfomad . 

(c) Responsibility - 


Is responsible for abiding by the 
for the protection of employees* 


safety xiiles and regulations issued 


timely detection of every kind of defect in coin 

be operates. Responsible for observing and 
reporting defective functioning of presses operated. ^ 

(d) Job Knowledge - 


Must have had 12 months* cumulative 
alloy blanks, including six months* 
stamping presses. 


experience in the handling of metal 
es^erlence in the operation of 


(e) Mental Application - 


Must be alert to follw work prooeduree oorreotly, uateh coin for 
defecte, and quickly detect improper functioning of equipment operated, 

(f) Job Skill - 


™sufficient skill in operating coin presses and in hand- 
ling material to maintain production volume at an efficient level. 
Must be able to recognize every type of coin defect. 


(s) Physical Demands - 


Considerable physical exertion is required. Work is performed from 
standing position and is continuous. Noisy conditions exist. 
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DEIWER MINT 

0 B DESCRIPTION 


Position Title* , MACHINE aPBRATQR. ROLLING & CUTTINQ _ 

Organisation: —Coining Dlvie ion. Rolling A Cutting Section 


Primary Function t 

To asaiat in the operation of 1^** rolling mille or> as aaaigned from day to 
day, to operate other machines and equipment in the Rolling 6 Cutting Section 
namely, slitter, blanking presses, transfer car and conyeyors. 

Working Procedure * 


IS" Breakdown Mill 


Unloads Ingots and annealed slabs from trucks to entry loading table or to 
storage on floor nearby, using electric crane and special lifting hooks. 

Manually pushes ingots or annealed slabs from loading table on to mill entry 
conveyor for first pass through mill. 

Frees slabs that get stuck in any part of conveying equipment which conveys 
slabs from discharge back to entry side of mill, ixs^jog band hook or crane to 
move slabs as necessary. 

Sees that slabs returning to entry conveyor from transfer wheel are in proper 
position to move into the mill. 

Pounds, bars, or prys bent or crooked slabs that are difficult to enter into 
mill and occasionally, at the direction of the operator, uses crane to lift 
slab and turn it end for end so it will enter mill. 

Operates valve to oil slabs entering mill as directed. 

Assists in transferring stacks of rolled slabs from discharge rack of break* 
down mill to entry rack of finishing mill or to storage on floor, operating 
crane and multiple hook lift as directed. 

Assists in transferring slabs from discharge rack of breakdown mill to trans* 
fer car for transport to storage conveyors or to annealing furnace. 

Operates transfer ear as directed. 

Assists in handling annealed slabs returning from fiimace to entxy side of 
breakdown mill. 
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lijorklog ProceduTftii (ContlmiaH} « 


a»d tri.. end* or out. 


Cleans equipment and working area as directed. 


IS" Finisbijig Mm 


Working vrith an associate, 
conveyor of finishing mill 


manually pulls rolled slabs from rack onto entry 
, using steel hook. ^ 


^ually poebes slab, into mill for first pass. 


Thereafter, material is in 


Operates air valve to lower stop on return 
runs by gravity onto mill entry conveyor. 


conveyor, and releases coil which 


Operates air valve to close coil stop. 


^ squeeze brake on return conveyor -eleas^niT 
of coils to move down bv eTavitir •£«.<«»+ 4 x » eieasing line 

next coil. ^ gravity against stop into position for releasing 


Operates air valve to close squeeze brake. 

Pulls coil against bumping block to straighten if necessary. 

Trims tail of coil with hand held electrically driven roto-shear, 

to outer 


^tsU^^motioo to coil L get rolls 4 X's^S^irba'^b^ 

Assists in setting up portable conveyor section ani transoortinff eon*, 
f^ef'to SlU,^ ooooalUig fumsoe or annealed coils retain! fro^ 


Assists in removing cobbled material from mill. 


Cuts up cobbled material with power driven shear to 
to molting section. 


prepare it for return 
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Working Procedures (Contlnuad^ t 

Cleans equipment and working area as directed. 

Slitter 

I 

Operates electric crane with lift book in removing coils fro® finishing mill 
conveyor to storage on floor in vicinity of slitter. 

Operates electric crane to load coil into feed cradle of slitter. 

Starts slitter by push button control and enters coil into the machine, 
adjusting guide as needed to crater strip. 

Stops slitter after running a few feet and trims rads of slit strips with 
hand held electric roto-shear. 

Inspects rotary chopper which chops up material slit from edges of strip to 
see if it is functioning properly. 

Starts slitter again and guides slit strips into upooller. 

Adjusts upcoiler to delivery size coil desired. 

Sees that strips are coiling properly in upcoiler and increases speed of 
machine to desired running rate. 

Observes slittei, chopper and upcoiler throughout run of each coll to detect 
faulty operation when it occurs. 

Stops machine at end of run and trims end of slit strips with electric roto* 
sbear. 

Operates electric crane to unload slit coils from upcoiler to clanking 
presses or to storage on floor nearby. 

Unloads chopped material in catch pan under chopper to steel gondola, using 
electric crane. 

Loads ends trimmed from slit strips into steel gondola. 

Moves steel gondolas with manually operated lift truck. 

Keeps scrap material of different alloys separate, using special care in 
this regard. 
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Working P ^edurea (Continual) « 

Keeps icaoliine and working area clean, 

B«porte inoohaaieal troublw with «*ju!j]oeiit to format. 

• 31arik: ag Preaflea 

Starts blanking press and clip chopper b7 push button control. 

prL^!“* -“«• ««■«« 

Rolls coil from floor Into feed cradle. 

Starts end of coil into feed rollers of blanking press, 

^ "o* P”*- P^p otoppar 

Inspaota blanka oclng fro, itaohlne rroquantly for any laperfectlons. 

Empa blaaka fro, catch bat oa preaa ioto ataal gondoU or tota box by hand. 

r?:aroiJj[a ™. ^oaa of tin. vh«, coll 

Rolls new coil into feed cradle as old coll runs out 

^e»tm foot lavar to tbroa last blanlca frm and of strip to reject aide of 

^erates ^nd lever to engage clutch on clip chopper to drive tall r.r 
blanked strip into chopper after It oomes from the pi*eee and !#> wn in 
driven by press feed rollers. ^ 

of’*'- PPP’^iPPP eon 

fS:i*:i“" “«i“:r“ho;^“” or atrip bacon.. 

^Mne ""O'** *”"“0 P°«ible, and .tarts 
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Vorklpg Procedures (Contlnaed ) t 

Reports to foreman if imable to get machine in operating condition. 

Dumps loaded tote boxes of chopped clips into steel gondola, using crane 
and lifting bail. 

Takes samples of blanks coming from macbine as directed by foreman. 

Keeps defectjve material separate from good material. 

Keeps material of different alloys separate, using special care in this 
regard. 

Lubricates me.chlne as directed by foi’eman. Cleans machine as directed by 
I foreman. 

I 

Keeps working area clean. 


Description of Level of Work Performed ; 

(a) Supervision Received by Job 

Foreman or Assistant Foreman assigns machines to be operated, 
schedulfis work to be performed, anb intennittently spot checks work 
for quality. Receives directions from roll operator as to some 
details of the work when assisting in the opex’«.cion of the IS" 
breakdoim or finishing mill. 

(b) Supervision Exercised by Job - 

May direct helper or trainee as a partner in carrying on some details 
of the work. 

(c) Responsibility - 

Responsible for following work methods correctly and at sufficient 
rate to maintain production requirements. Responsible for keeping 
machines operated under observation to detect irregularities in 
function or product. Responsible for observing safety rules. 
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D>»orlDtlon of Level of Work PTfonnad (Con tlxMedy; 

(d) Job Knowledgft • 

Must have had 12 months* oumulative experience in perfonning the follow- 
ing types of work involved in the production of metal alloy blanks from 
large ingots: 

(^oration of mechanical equipment for handling of ingots, slabs and 
coils; assisting in the operation of large rolling mills, including 
the feeding of slabs and coils into -Uie mills; operaticm of coll 
slitter; and operation of high-speed blanking presses. 

(e) Mental Application - 

Must be alert to follow work schedules correctly, watch product for 
quality, and detect improper functioning of equipment. 

(f) Job Skill - 

Must exercise sufficient skill in handling material and operating 
machines to maintain production volume at efficient level. 

(g) Physical Demands - 

Moderate to heavy physical exertion required. Extremely noisy conditions 
exist. Working room excessively warm in summer due to heating of metal 
caused by rolling and to beat from slab-coil annealing furnace. 




treasury DEFARI^IENT - BUREAU OF THE MINT 


DmER MINT 
■ OrORMANCE RE QPiRiCMgKrT 




Poeitiou Title: 
Organisation: 


-OPERATORp RQLLIWC A COTJ jy^ 



■stlon 


general OBJECTTgF. 


amount QF unnif 

atrip Blitter, including baSling^collT^to^^^^ employees operate 
following production echSSler ® ^ the 


Cents Colls, 410 lbs. eaeb 
Nickel Coils, 410 lbs. each 
Dine Coils, ^0 lbs. each 
25 Cent Coils, 480 Ibe. each 
50 Cent Coils, 480 lbs. each 


18 Colls per hour 
18 Coils per hour 

12 Colls per hour 

13 Coils per hour 

14 Colls per hour 


PI* \rA ^ w»uixs per uour 

P«« « “Suo'tS 


Cent Rings, 200 lbs. each 
Nickel Rings, 200 lbs. each 
Pine Rings, 225 lbs. each 
25 Cent Rings, 225 lbs. each 
50 Cent Rings, 225 lbs. each 


Bliss Presses 

8 per hotir 

7 per hour 
5^ per hour 
7^ per hour 

8 per hour 


GjEj__Pres8es 

6f per hour 

6 per hour 
5 per hour 

7 per hour 

8 per hour 


gouf tpM f S—- pa.. .. , p..... 

Half Dollar - 40 annealed coils. 480 lbs ««*»h « 
finish in 2 hours, 40 minutes. ^ ^ 

Sl^^^ter - 40 annealed coils, 48O lbs esrh / r«- * *. 

in 2 hours, I5 ninutsH. “* ^ P®®®®® to finish 

PlmS - 40 azmealed oo:.ls, 480 Iba asaK k - 

in 2 hours, 35 minutes, * ” ^ Phases to finish 

















P«rfonnano6 Requlr«n*ut» 
Machin« Opr,, Rolling i Cutting 


The employee le required as a orev member to aaalet in maintaining the 
operation of the breakdown mill on the following production eohedulest 

Cent • 12 ingota, 410 Iba, each, 13 paeaes in 40 minutea. 
Nickel - 12 ingota, 410 Ibe. each, 12 paaaee In 35 minutea; 

5 pane atretoh, 25 minutea. 

Silver > 12 ingota, 480 Iba. each, 10 paaaea, 25 minutea; 

4 peaa atreteb, 20 minutaa. 12 annealed alaba, 480 Iba, each, 
4 paaaea in 20 minutea. 


QUALITY OP WORK 

Satlafaotory performance requiroa that the employee coordinate hla work 
with othera; aee that the maohiuea be operatea produce material meeting 
quality requlrementa; obaerve and report dafecta in equipment being 
operated or of material produoeiu; keep different klnda of material 
from becoming mixed; follow forrman'e inatruotlona regarding detalla 
of operating procedurea; maintain clean and orderly eonditlona in the 
immediate working area; and work in a manner contributing to the aafety 
of blmaelf and others. 


Satlafaotory performance requlroa that the employee be regular in attendano^t), 
conalatent in the use of working hours to the Job at band with little loss 
of time for personal reasons, and show a sense of responsibility toward the 
work. 


CONDUCT 


Satisfactory performance requirns that the employee adhere to the rules 
and regulations established for personnel of the Mint Service; that be 
show a cooperative attitude toward fellow workmen and supervisors and a 
sense of duty to the Mint organisation. He is expsoted to avoid abuse 
of sick and annual leave privileges. He is expected to willingly work 
with others and assist in any nficessaxy group effort. When business 
requires going to another section, he is expected to complete the business 
at hand and return promptly. 







TREASURY DEPARTWENT - BUREAU OF THE MINT 
DENVER MINT 

performance REQUIREMENTS 


Position Title: RQLI^R - ign MILLS _ 

Organisation: Coining Division. Rolling & Cutting Section 

GENERAL OBJECTIVE 

To operate 18" breakdown mill or 18" finishing mill and relatc'd handling 
equipment in the rolling of large r.ngots for the production of coin blanks. 

AMO UNT OF work: 

Satisfactorj performance requires ■'ihe operation of the breakdovn mill at 
the following minimum production nites: 

Cent - 12 ingots weighing iilO Ibo. each reduced from 
1.750" thickness to .225"» 13 passes in 40 minutes. 

Nickel - 12 ingots weighing 410 lbs. each reduced 
from 1.750" thickness to .610", 12 passes in 35 minutes. 

12 ingots stretch from .610" to .220", 5 passes in 
25 minutes. 

Silver « 12 ingots veigblnn 480 lbs. each reduced 
fraa 1,750" to ,610", 10 passes in 25 minutes. 

12 ingots stretch from ,6lC" to .225", 4 passes in 
20 minutes. 

Satisfactozy performance requires "Me operation of the finishfmg mill at 
the following minimum production rutes, using the 3C-ray gauge and auto¬ 
matic strip gauging equipment: 

Cent - 36 strips, frcxn .22:j" to .050" in 6 passes, 

2 hours, 10 minutes. 

Nickel - 12 strips, from .:J20" to .190" in 1 pass and 
transfer in 8 minutes. 

36 annealed coils trom annialing furnace .190" to ,06<»5". 

Finish in 5 passes, 1 hour, 45 minutes, 

Sllvsi.* - upcoil 4 passes for dimes and quarters reduci^d 
from ^225" to .110" in 4 pisses, 36 coils = 1 hour. 

Silver upcoil, 3 paases for halves reduced from .225" 
to .130". 36 coils = 50 minutes. 

Half Dollar - 40 anne&led <roil8 from annealing fumaco 
.130" to ,067" in 5 passes, 2 hours, 40 minutes. 

Quarter - 40 annealed coil? from annealing furnace .nO" 
to .0515" in 4 passes, 2 hvurs, 15 minutes. 

Dime - 40 annealed coils from annealing furnace .110" to 
.040" in 4 passes, 2 hours, 35 minutes. 















treasury department - BUREAU OF THE MINT 
DENVER MINT 

PERPORMAwrie REQUIREMENT 


Position Title: 
Organization: 



GE NERAL OBJERTTVy. 


AMOUNT OF wrmy 

- Satisfactory performance requires that the employees operate 


Cents Colls, 410 lbs, each 
Nickel Coils, 410 lbs, each 
Dime Coils, 480 lbs, each 
25 Cent Coils, 480 lbs, each 
50 Cent Coils, 480 lbs. each 


18 Coils per hour 
18 Coils per hour 

12 Colls per hour 

13 Coils per hour 

14 Coils per hour 


Px^gae^ - The employee is required to operate high speed blankina 
press on slit rings of finished strip at the following pr^uction rates: ^ 


Cent Rings, 200 lbs, each 
Nickel Rings, 200 lbs. each 
Dime Rings, 225 lbs, each 
25 Cent Rings, 225 lbs, each 
50 Cent Rings, 225 lbs, each 


Bliss Preaaaa 

8 per hour 

7 per hour 
5^ per hour 
7-g- per hour 

8 per hour 


G-, E , Preseea 

6^ per hour 
per hour 
per hour 
per hour 


6 

5 

7 

8 


per hour 

Cent - 36 strips, 410 Ibn, each, 1 coiling pass and 5 passes 
on colls to finish in 2 hours, 10 minutes, ^ ® 

gic^ - 12 strips, 410 lbs. each, 1 coiling pass in 8 minutes* 

5 ^sses on annwled colls to finish in 1 hour, 45 minutes. * 

^ passes before anneal for 

Qu.rt,«^e?o« 














r 

(2) 


Performance Requirements 
Machine Opr,, Rolling & Cutting 


The employee Is required ae a cx*ew member to aeeiflt in maintaining the 
operation of the breakdown mill on the following production scbedulee: 

Cent — 12 ingots, 410 lbs, each, 13 passes in 40 minutes* 

Nickel - 12 ingots, 410 lbs, each, 12 passes in 35 minutes; 

5 pass stretch, 25 minutes* 

Silver - 12 ingots, 480 lbs* each, 10 passes, 25 minutes; 

12 annealed slabs, 480 lbs* each, 4 passes in 20 minutes* 

QUALITY OP WORK 

Satisfactory performance requires that the employee coordinate his work 
with others; see that the machines he operates produce material meeting 
quality requirements; observe and report defects in equipment being 
operated or of material produced; keep different kinds of material 
fx'om becoming mixed; follow foreman*8 instructions re^i'ding details 
of operating procedures; maintain clean and orderly conditions in the 
immediate working area; and work in a manner contributing to the safety 
of himself and others. 


DEPENDABILITY 

Satisfactory jjerformance requires that the employee be regular in attendance, 
consistent in the use of working hours to the job at hand with little loss 
of time for personal reasons, and show a sense of responsibility toward the 
work* 


CONDUCT 

Satisfactory performance requires that the employee adhere to the rules 
and regulations established for personnel of the Mint Service; that he 
show a cooperative attitude toward fellow workmen and supervisors and a 
sense of duty to the Mint organiration* He is expected to avoid abuse 
of sick and annual leave privileges* Re is expected to willingly woric 
with others and assist in any necessary group effort* When business 
requires going to another sectloc, he is expected to complete the business 
at hand and return promptly. 







May 14, 1963 


Denver Mint Personnel Letter 63-5 


JOB DESCRIPTIONS - WAGE BOARD JOBS 


In Denver Mint Personnel Letter 63-4 (May 13, 1963) you were 
advised that a study of wage board wage rates is being undertaken 
in the Bureau of the Mint. 

The. first step in this study which will start immediately is 
a complete review of all wage board job descriptions in order to 
insure that they are current and accurate. 

Supervisors should immediately start reviewing their wage 
board job descriptions since new descriptions with current dates 
and signatures are required. Attached to this letter are supple¬ 
mentary instructions for the guidance of supervisors in develop¬ 
ing information under Item 7 of the job description form P.D. 76. 
Since all job descriptions must be submitted to the Bureau not 
later than August 16, 1963 it is imperative that this project be 
started at once. TEe Personnel Office will cooperate fully with 
supervisors in this program. Desk audits by a member of the 
Personnel staff will be made when deemed necessary. 


Wm. A. Manning 
Personnel Officer 


Attachment 

Distribution. 

One copy to each Wage 
Board Supervisor 





Job Description - Form 76 


SUPPLEMENTARY INSTRUCTIONS 


IMPORTANT ; Give complete answers as briefly as possible* Avoid repeating 

Informat ion* Exclude any Information that Is not relevant to the 
difficulty ^ respons iblIIty and minimum qualification requirements 
o-^ the job being described* 

7* (a) SUPERVISION RECEIVED BY JOB 

Under this heading give the job title of the worker’s Immediate 
supervisor and explain briefly the kind and degree of supervision given 
the worker* For example; Are oral or written Instructions given? 

Are they of a general or specific nature? Does the worker follow blueprints^ 
drawings and specifications? Is the worker’s performance or work product 
checked or Inspected? In short, just how closely Is the worker controlled 
In his work by his supervisor? 

(b) SUPERVISION EXERCISED BY JOB 

Under this heading give the number of workers supervised, by job 
titles, and explain briefly the kind and degree of supervision exercised 
over them* For example; Are the Instructions given subordinates general 
or specific, oral or written? Does occupant of job determine the method 
by which his subordinates will do their work? Does he lay out their work? 
Does he train subordinates? Does he check or Inspect his subordinates* work 
performance or product? In short, just how closely does he control the work 
of his subordinates? 

(c) RESPONSIBILITY 


Under this heading explain briefly the worker’s responsibility for the 
product, for conserving material, for preventing (l) damage to equipment, 

(2) spoilage, or (5) Injury to other workers and for dealing with others* 

For example; What tools, equipment, materials or product may be lost or 
what Injuries may result by the failure of the worker to do his job properly? 
(Note; Answer the preceding question only If the loss would be material In 
terms of time and money lost.) Are such losses likely to occur In light of 
existing regulations. Instructions, Inspections and supervision? Is the 
worker required to deal with others In his work? On what kind of matters? 
Does worker check or Inspect other workers’ performance or work products? 

If so, whose work and for what purpose? 

(d) JOB KNOWLEDGE 


Under this heading explain briefly the knowledge required of the worker 
by the job* For example; Indicate the kind and amount of experience and 
training required to perform the work. Give consideration to knowledge 
required of (I) machines and equipment used, (2) materials used, (3) worklnq 
procedures and methods, (1|) blueprints, and (5) shop mathematics. Must an ^ 
apprenticeship be served In a trade In order to do the work, and If so how 
long Is the apprenticeship? * 


(OVER) 














(e) MENTAL APPLICATION 


Under this heading explain briefly the degree or amount of concentration 
mental planning, or mental alertness demanded by the job* For example: 
the worker plan the sequence of operations necessary to accomplish his wor 
Is the job of a repetitive nature? Must the worker be constantly alert to 
prevent errors, or is the job one which requires only casual attention on h s 
part? Is the worker required to originate designs, patterns or ways of do ng 
things? Is the work performed of such variety as to require versatility on 
the part of the worker? Must the worker exercise independent judgment In his 
work, that is, what important decisions is he required to make? 

(f) JOB SKILL 

Under this heading explain briefly the speed, accuracy and dexterity 
required, the principal machines, tools, gauges and instruments used, and 
the degree of care and expertness required by the job* For example: What 
allowable errors or tolerances, required speed or other skill and production 
standards exist for the job? (Note: If equipment, machines, gauges, tools 
and instruments used on the job were explained under JOB KNOWLEDGE, do not 
repeat this information under this heading*) 

(g) PHYSICAL DEMANDS 

Under this heading explain briefly the demands placed on the worker by 
physical activities, working conditions, or hazards of the job* For example: 
Does the work have unusual requirements with respect to: walking, balancing, 
climbing, crawling, standing, stooping, kneeling, sitting, lifting, carrying, 
pushing, pulling, feeling, talking, hearing, seeing, etc.? Is the work per¬ 
formed under unusual working conditions? Consider conditions such as: heat, 
cold, wet, dusty, dirty, odors, noisy, lighting and ventilation, vibration, 
moving objects, cramped quarters, high places, etc. Is the work unusually 
hazardous, considering the likelihood of injuries occurring such as cuts, 
bruises, burns, sprains, hernia, fractures, impairment of sight or hearing, 
loss of parts, electric shocks, occupational diseases, etc*? 

(h) OTHER JOB FACTORS 

Under this heading explain briefly anything which bears on the diffi¬ 
culty, responsibility, or minimum qualification requirements of the job 
which has not been included in the above paragraphs* 








May 13, 1963 


Denver Mint Personnel Letter 63-4 


STUDY OF WAGE BOARD WAGE RATES 


We have received notice that a study of the system used for 
fixing the pay of wage board employees in the Bureau of the Mint 
is being undertaken. 

The study will cover a review and evaluation of all wage 
board jobs at the Philadelphia and Denver Mints and the New York 
and San Francisco Assay Offices. Pay plans used by Army and Air 
Force and by non-defense agencies will be studied. One of these 
plans may be adopted, if useable, or a modification of one or all 
plans may be developed. 

It is anticipated that the study will continue for a period 
of approximately one year. During this time, regular and routine 
wage actions, such as promotions, reassignments, annual wage 
adjustments, etc., will continue to be processed in the usual 
manner. 


Wm. A. Manning 
Personnel Officer 


Distributions 

One copy to each employee 


U« So Mlnt> Denver, Colorado 


(Date) 


SDBJBCT: Step Increase for 


(HaBM of I^loyee) 


9 


TO: ______ 

(Supervisor) 

FB0K: Personnel Office 

The ei^loyee taeniloued above vlll saect the tins requlrecBcnts for a step 
Increase on the date shovn. Before he tamy receive this Increase, hovever, 
you, as his supervisor, oust certify that his performance Is at an '’accept¬ 
able level of coBBpetencea" 

One of your laost important supervisory responsibilities is to keep each 
ei^loyee continually sseare of the quality of his work. If he shows any weak¬ 
nesses that oust be improved for effective T^ork performance, you must lei him 
knew at once where he la falling below an acceptable level, how he can improve, 
and how he can be helped. 

It ia particularly Important, therafore, that you review this employee's 
work performance and overall competence now . If there are any significant 
weekneases in performance, or any major arena that need liaprovement, either 
of which aerlously effect his acceptable level of competence, you should 
discuss them new with the employee, Stieh a discussion now will give the 
«aployee an opportunity to try to improve. It will let him know in advance 
that he has certain weaknesses which, unless eliminsted, might very well result 
in the withholding of the step increase when the required waiting period ia 
completed o 

Fleaae make certain that you ke^iip a record of any such discussion you hold 
with the maployee. This record will be important in acting upon any request 
for reconsideration the employee might sake later. This notice itself may be 
uaed for recording the nature of tha discussion held. 

At least 60 days before the due date ahown above, you ahould remind this 
amployea In writing of any diacusslona you iiave had with him about conditions 
that might affect the granting of a step Increese, Thereafter, at or around 
the due date, a final written determination as of the due date but covering 
the entire waiting period will also be required. 









Announcement No. DE* 1(1964) 
Issued; January 6, 1964 
Open Until Further Notice 


UNITED STATES CIVIL SERVICE COMMISSION 
DENVER REGION 
Building 41, Denver Federal Center 
Denver, Colorado 80225 


FEDERAL GOVERNMENT 
OPPORTUNITIES FOR 



TYPISTS 


GS-2 and GS-3 


$3620 to $38 


MEMO 




APHERS 


and GS-4 


880 to $4215 


ARIZONA, COLORADO, NEW MEXICO, OTAH, WYOMING 

and WASHINGTON, D. C. 


ALL QUALIFIED APPLICANTS WILL RECEIVE CONSIDERATION FOR 
EMPLOYMENT WITHOUT REGARD TO RACE, CREED, COLOR, NATIONAL ORIGIN OR SEX. 


For Information about Citizenship, Kinds of Appointments, Physical Abilities Required, Veteran 
Preference, and Other General Information, See Civil Service Commission Pamphlet No. 4, 
“Working For The U.S. A.” which you con get at most places where applications are available. 





















Jta44A ia Af2fUif 

Send the application card form 5000AB to only one of the offices listed below under “Offices Accepting 
Applications and Maintaining Eligibility Lists.” This card should be sent to the office serving the area in 
which you reside. Be sure to show on the cord the number of this announcement (DE —1 (1964); the position 
or positions you are applying for and where you wish to take the examination. (See Places of Examination 
on last page.) Other forms for you to fill out will be sent to you when you are notified when and where to 
report for the test. You may find upon applying that the examination is not currently open in your area. 
To avoid this you may wish to check on the current status of the examination or find where other examina¬ 
tions are open in your state or in other areas by contacting your nearest Civil Service Examination Point 
(any larger Post Office can tell you where such points are in your area); or by contacting the nearest Board 
of U. S. Civil Service Examiners (listed below under “Offices Accepting Applications"), or from the Director, 
Denver Civil Service Region, Building 41, Denver Federal Center, Denver, Colorado 80225. 

If you attain an eligible rating under this announcement, you may establish additional eligibility for employ¬ 
ment in other areas by sending a Form 57 and your Notice of Rating to any of the offices specified below if 
you are interested in employment in the geographic area served by that office. However, where receipt of ap¬ 
plications has been closed because the supply of eligibles is adequate, applications received from individ¬ 
uals from outside the state may be returned. 

NOTICE: ANY ELIGIBILITIES ESTABLISHED PRIOR TO JANUARY 1, 1964 FOR TYPIST OR STENO¬ 
GRAPHER WILL NOT BE TRANSFERRABLE TO THIS EXAMINATION. YOU MUST REAPPLY 
FOR CONSIDERATION UNDER THIS EXAMINATION. 

WUe/t>e> ia Qet 

Any of the following will be able to furnish you the necessary forms or give you general information about 
this examination. (1) Your nearest Commission examining point-your local Post Office can tell you where 
this is; (2) many college or business school placement offices; (3) any of the Boords of U.S. Civil Service 
Examiners listed below; (4) the Director, Denver Region, U. S. Civil Service Commission, Denver Federal 
Center, Denver, Colorado 80225. 

Bfieoial 

Stenographers and Typists are urgently needed in Washington, D. C. If you are interested in employment 
there in these positions you should send your application card (5000AB) to the office covering your area of 
of residence. (See “Offices Accepting Applications and Maintaining Eligibility Lists for Areas Indicated.”) 
Those who make eligible ratings may then send their notice and a completed “Application for Federal Em¬ 
ployment” (Form 57) to the Civil Service Commission, Washington, D. C. 20415 for consideration for employ¬ 
ment in the Washington area. 

JlauA ta 2uGillf4f. a 

FOR GRADE GS-2: You must pass an examination which will include a test covering verbal abilities, a cleri¬ 
cal aptitude test (including arithmetic computations), and a typing test consisting of typing an exercise from 
plain copy. In addition you must have completed or expect to complete within 9 months a 4 year high school 
course or have 6 months of “appropriate” experience. (See below for description of appropriate experience.) 

FOR GRADE GS-3: You must make a higher score in each of the tests described for GS-2 (above) and in 
addition, have hod one academic year of substantially full-time study in a resident school above the high 
school level or have one year of “appropriate” experience. (See below under “Substituting Education” for 
the type of education that will meet the above requirement.) 
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eM<U 4 A to- 2.*usi^4f. oi. a 

Thtwri'^rbovr '"luirements end toke the some tests os (or o GS-2 Typist, 

li^te and o’oest''! "“r? ^ »' »' »' 80 words per 

tion o( yoor note? A ‘’"'*‘7'' ^ictotion notes. You will not moke ony typewritten tronscrip. 

exomlroL h : TJ T "«’« - --P'»8le provided thot the notes ore given to the 

nTsTs -*8 .. onswer the diototion qoestions. The ose of typewriters (or moking 

not permitted os the noise o( the mochines would interlere with the diototion. 

Th!.'* ’'***®^ **^7 ° *'‘8'’" 8«s"ibed for the GS-2 Typist shown 

soUt tT'j r' "'■PP™!’""'" •xP^ti'tce os described below. Edocotion moy be 

substituted (or this yeor of experience. (See below for informotion under ■'Substituting Educotien.”) 

App^priote Experience: Is experience which included os o significont port of the work, typing, steno- 

gr p y or mochine tronscription, depending on the position you opplled (or. Stenogrophy experience is 

X'fer't '’8Pt«P'‘"7 for l»th typing ond stenogrophy eligibilities ond mochine tronscription is occept- 

Ohio (or typing eligibility. However, typing experience is not occeptoble for meeting the experience re- 
quirements for stenography eligibility. ^ experience re- 

^bstituting Edocotion: Edocotion is considered quollfying in meeting the one-yeor GS-3 Typist or GS-d 
Stenogropher experience requirement if it wos received ot o school where high school groduotion wos re- 

TTn tvl ' '°"d'/ ° s ’"‘t 'ompleted study thot wos notprimorily limited to coots- 

es in typing ond/or stenogrophy. To be quollfying this study must hove included ot leost 20 clossroom 
hours of instruction per week. One ocodemic yeor consists of 36 weeks of this study or 30 semester hours 
or the equivalent. Your high school education can be used only for the 6 month » • • ' 

for GS-2 Typist and GS-3 Stenographer eligibility. " experience requirement 


Qe4^e/ud 


The Written Test: See the “How to Qualify” section for description of the tests. The test takes approximately 
3 hours with the stenography portion or 2 hours when the stenography test is not taken. Sample test questions 
will be furnished you after you apply. 

Availability of Typewriters: You will generally have to furnish your own typewriter. The card you receive 
telling you when and where to report for the test will tell you if typewriters are available. You may use your 
own even if they ore available. If you wish to use an electric typewriter you should contact the Examiner in 
Cha^rge of the office where the test will be given to find out if there are electrical outlets in the examination 

Speci^al Provision for Blind Applicants: Applicants for position of dictating machine transcriber who are blind 

will be required to take the test on verbal abilities and the typing test but not the clerical antit ^ • r 

of the test. At the time of filing application they should indicate that they are blind and rea 

read the questions and record their answers in the verbal abilities test. They will not be 

their own readers. Such applicants will be provided with a dictating machine recordina i^r' f 

for the typing test. They must furnish their own transcribing machines for use in the e ^ ^ 

fhuh qpplicq.:,„ or in o ,e.„r qooompqqyipg ,h.y mus, Le ,he mod,, of , IsZZ ':: 

.nt,nd to us, so thot th. propor kiqds of bolts, tqpos, or discs may b, providod. ^ 

Reapplying for the Examination: As long as the examination is open, if you make on ineligible rating you 
may retake the test twice without time limit; thereafter, you may not take the test more often than once ever 
90 days. If you are rated eligible you may not recompete to improve your score. ^ 
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Term of Eligibility: Your eligibility from this examination is limited to 12 months. At the end of that time 
you will have to recompete in the examination if you wish further eligibility. The examination must be open 
at the time you apply or your application will not be accepted. 

Basis of Rating: Your eligible rating will be a combination of the scores you received on the tests. You must 
pass the verbal and clerical abilities tests and the performance test for the position(s) for which you opply* 
There is no passing or failing score for the arithmetic test although a low score on this test may eliminate 
you from consideration for positions requiring arithmetic ability. 

Certification in Lieu of the Performance Tests: You may present a certificate attesting to the degree of pro¬ 
ficiency you have in typing and/or stenography instead of taking the performance tests. A form is available 
at most places where application cards may be obtained which can be used by a teacher of typing or steno¬ 
graphy in a public or parochial school (or any accredited educational institution) to certify to your abilities. 
This certificate is good only for use within 6 months after it is issued and expires after that time. This certi¬ 
ficate does not relieve you of passing the verbal abilities and clerical tests. 

Age Limits: The minimum age limit for these positions is 18, however, the age limit is waived for high school 
graduates. Applications may be accepted from high school students who expect to graduate within 9 months, 
but they cannot be considered for appointments until all requirements of eligibility are met. 

OH/icei, AccefUuuf, AftfUicaUiut^ and McU*UcU4u*ta 
ZU<filulU 4 f. Jliiil. tUe, A'leai, Otidicaied 

ARIZONA: Executive Secretaries, Boards of U. S. Civil Service Examiners or the Commission Office as follows: 

Director, Denver Region, U, S. Civil Service Commission, Denver Federal Center, Denver, Colorado 8022S: 
The Phoenix Metropolitan Area and the counties of Maricopa, Gila, Greenlee, Graham and Pinal. 

Davis-Monthan Air Force Base, Tucson, Arizona 85707: The Tucson metropolitan area and the county of 
Pima. 

Navajo Army Depot. Flagstaff, Arizona 86003: Counties of Mohave, Yvapai and Coconino including 
Page and Glen Canyon Dam but excluding the Navajo Indian Reservation. 

Bureau of Indian Affairs, Gallup, New Mexico 87301: The Navajo Indian Reservation (including the Hopi 
Indian Reservation) and the Arizona counties of Navajo and Apache. 

Fort Huachuca, Arizona 85613: U. S, Army Electronic Proving Ground and the counties of Cochise and 
and Santa Cruz. 

Yuma Test Station, Yuma, Arizona 85364: The county of Yuma, Arizona (Note: Residents of the State of 
California counties of San Diego, Imperial, Riverside and San Bernardino applying for appointment at 
Yuma Test Station and other agencies in Yuma County, Arizona, should file with this Board.) 

COLORADO: Executive Secretaries, Boards of U. S. Civil Service Examiners as follows: 

Director, Denver U. S. Civil Service Region, Building 41. Denver Federal Center, Denver, Colorado 80225: 
Denver and Boulder metropolitan areas and the counties of Adams, Arapahoe, Boulder, Clear Creek 
Denver, Douglas, Gilpin, Grand, Jackson, Jefferson, Larimer, Logan, Morgan, Phillips, Sedgwick, Sum¬ 
mit, Washington, Weld and Yuma. ' 
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B«,t, Cboff.., Ch.y.„l cl " r ^ PTPPS and ,h. coant,es of Alamoso, Boca, 

Kiowo, Kit Corson, Loke' Los AnlL^T |^'°n *''' Haerfono, 

ond Tell.,. ' ''■ '-■"PPln, Otero, Pork, Prowers, Pueblo, RioGronde, Soguoch; 

'ZZ clZZ's.Z G ‘'d'-, HospUa, Grond 

Dolores Eoirir . u 1 ""''PPPli'”" “»<■ "■«) A* counties of Archuleto D.lto 

Ouroy, Pitkin, Rio Blon^, ZrSo?jl°l';nd^”°L°igr.r' 


NEW MEXICO: 


Executive Secretaries, Boards of U. S. Civil Service Examiners as follows: 


Departments of Army and Air Force, Room 108. V. S. Courthouse Building. Albuquerque. 
Albuquerque Metropolitan area and the counties of Bernalillo, Socorro and Torrance. 


New Mexico 87101: 


National Park Service. Santa Fe. New Mexico 87501: Santa Fe and vicinity including the 
Colfax, Los Alamos, Mora, San Miguel, Santa Fe and Taos. 


counties of 


Bureau of Indian Affairs. Gallup. New Mexico 87301: Gallup and vicinity including the 


counties of Col- 


Bureau of Indian Affairs. Gallup. New Mexico 87301: Gallup and 
McKinley, Rio Arriba, Sandoval, San Juan and Valencia. 


vicinity including the counties of 


White Sands Missile Range. New Mexico 88002: Counties of Dona Ana and Sierra. 


Air Force Missile Development Center, Holloman Air Force 
Lincoln and Otero. 


Base, New Mexico 88330: Counties 


of 


Cannon Air Force Base. Clovis. New Mexico 88101: Counties of Curry, DeBaca 
Quay, Roosevelt and Union. ' ' 


Guadalupe, Haring, 


Veterans Administration. Fort Bayard. New Mexico 88036: Counties of Catron, Grant, Hidalgo and Luna. 
Walker Air Force Base, Roswell. New Mexico 88202: Counties of Chavez, Eddy and Lea. 


UTAH: Executive Secretaries, Boards of U. S. Civil Service Examiners as follows: 

Departments of Air Force. Army and Navy. Ogden. Utah: Salt Lake City and Ogden metropolitan areas 
and anywhere in the State of Utah, except Tooele County. 

Tooele Army Depot, Tooele, Utah: County of Tooele. 

WYOMING: Executive Secretaries, Boards of U. S. Civil Service Examiners or the Commission Office as follows: 
Warren Air Force Base, Wyoming 82003.*,Cheyenne, Wyoming and immediate vicinity. 

National Park Service. Yellowstone Park. Wyoming 83020: Yellowstone National Park and immediate 
vicinity. 

Director. Denver Region, U. S. Civil Service Commission, Building 41. Denver Federal Center Denver 
Colorado 80225: Other areas in Wyoming not covered by the two Boards of Examiners above. 
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The examination wi II be given at the places indicated below. You should indicate on the application Card 
Form 5000-AB the name of the city in which you desire to be examined. You will be notified of the exact time 
and place. 


ARIZONA: 


Casa Grande, Coolidge, Douglas, Flagstaff, Ft. Huachuca, Globe, Kingman, Nogales, Phoenix, Pres¬ 
cott, Safford, Show Low, Tucson, Winslow, Yuma. 


COLORADO: 

Alamosa, Boulder, Burlington, Canon City, Colorado Springs, Cortez, Craig, Denver, Durango, Ft. Col¬ 
lins, Ft. Morgan, Glenwood Springs, Grand Junction, Greeley, Gunnison, Holyoke, Kremmling, La Junta, 
Lamar, Leadville, Limon, Meeker, Montrose, Pagosa Springs, Pueblo, Salida, Springfield, Sterling, 
Steamboat Springs, Trinidad, Walsenburg, Yuma. 

NEW MEXICO: 

Alamogordo, Albuquerque, Carlsbad, Clayton, Clovis, Deming, Farmington, Gallup, Grants, Hobbs, 
Las Cruces, Las Vegas, Portales, Raton, Roswell, Santa Fe, Santa Rosa, Silver City, Socorro Taos' 
Truth or Consequences, Tucumcari, White Sands Missile Range. 


UTAH: 



on, Manti, Moab, Ogden, Panguitch, Price, Provo, Richfield, 


WYOMING: 



announce- 
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GPO 638.580 


Tax Reduction 
Aim of Drive/^ 


WASHINGTON, Aug, 21. — (AP) — The Eisen¬ 
hower administration is whacking away at the fed¬ 
eral payroll and at far-flung government programs 
in an economy drive aimed at making a tax cut 
possible next year. 


Government agencies are un¬ 
der orders not to fill any job 
vacancies caused by death, re- 
tiremefit or resignation without 
specific and prior approval. 

They have been told, too, to 
cut spending by as much as 51 
billion below the $71.8 billion 
proposed for this year by Presi¬ 
dent Eisenhower in his budget 
message to Congress. And the 
aim is to hold next year’s spend¬ 
ing at or below this year's level. 

A top administration ad¬ 
viser said Wednesday, ^‘We’ve 
had these things before. But 
this time we really mean busi¬ 
ness. We're going to cut, cut, 
cut.'^ 

o o o o 


Sen. Harry Byrd (D) of Va.. 
long-time economy advocate, 
Wednesday said he sees signs 
that the administration is mak¬ 
ing an earnest effort to cut fed¬ 
eral spending. He added: *‘1! 
this trend continues, I believe 
we can look forward to a re¬ 
duced budget next year. 

The administration adviser 
said a determined effort is being 
made to whittle down the federal 
payroll, which has climbed by 
319,000 in the last eight months 
to a total of 2,283,211. The civil¬ 
ian monthly payroll is now run¬ 
ning at close to $1 billion. 

Military pay hike 
planned. Story page 5, { 

O* O o I 
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U.S. Civil Service Chief Here Named 


William H. Rima Jr., 48, a 
career U.S, Civil Service Commis- 
»lon official, has been appointed to 
serve as regional director for the 
commission in Denver, the Associ¬ 
ated Press reported from Wash¬ 
ington, D.C. 

He succeeds Walter E. Elder, 
who died of a heart attack. 

Eima has been personnel direc¬ 
tor at the commission’s head¬ 
quarters in Washington since mid- 
1962. He is a former director of 
the Atlanta region. 


The new Denver regional direc¬ 
tor is expected to report here 

salary will be 

$20,245 a year. 


8 Officers Elected 

Tim Weed of Golden has been 
elected president of the Student 
Council of the University of Colo¬ 
rado Denver Center. Other of¬ 
ficers: Miss Melanie Zoss of Au¬ 
rora, vice president; Miss Helen 
Hill of 5315 10th ave., secre¬ 
tary, and Bruce Cox of 3250 W. 
Center ave., treasurer. 
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U. S. Civil Service 
Director Elder Dies 


Walter E, Elder, 53, regional 
director of the U.S. Civil Serv¬ 
ice Commission since 1958, was 
' found dead — apparently of a 
heart attack—in his office at 
Ithe Denver Federal Center 
Wednesday morning. 

Elder, of 635 Dudley St., Lake- 
wood, was discovert slumped 
over in his chair at 9:05 a.m. 
by his secretary. Miss Shirley 
Cook. 

Elder was born Aug. 12, 1911, 
in Tulsa, Okla., and was p*adu- 
ated from the University of 
Kansas at Lawrence in 1934. 
He was a Phi Beta Kappa 
‘ scholar there. 

He was awarded a law degree 
by George Washington Law 
School in Washington; D. C., 
four years later. 

Elder worked for the Federal 
Communications Commission 
from 1937 to 1939. He joined the 
Civil Service Commission in 
April, 1939, as a junior field ex¬ 
aminer in Washington. 

I He was first president of the 
j Denver Federal Executive 
i Board; on the executive board 
of the Denver Area Council, 

. Boy Scouts of America; a past 
president of the defunct Federal 
Business Association, and a 
member of the Society of Per¬ 
sonnel Administration and the 
American Federation of Govern¬ 
ment Employes. 

Funeral arrangements are 
pending at Olinger Mortuary, 
Speer Blvd. and Sherman St. 

Harold E. Blinn, deputy re¬ 
gional director, will assume 
Elder’s duties pending appoint¬ 
ment of a successor. 

He is survived by his widow, 
Maybelle; two daughters, Mrs. 
James Sylla, El Paso, Tex., and 
Marcia, and a son, Nicholas, 
with the U.S. Coast Guard in 
the Pacific, /o ^ ^ 



WALTER E. ELDER 

Civil Service director. 
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^***»®cratlc National Committee ia taking political iound- 
Democratic CongrcBBional candidatea in some of the southern atidbo^-. 

crits fe:? tha't Ken® Mississippi. The^o: 

may have been ^urTby Ve Republican opponent. 

HSis?^lfe^ U ^^7 RAISE. -Congress has approved and sent to the MThite 
” government classified and postal employees. 

President Kennedy's approval of the bill is considered certaL 

t'.isc is the same as shown in our pay tables for government 
classified and postal workers published in the past two issues. 

ol the pay raise will become effective on the first pay day after 

a^rdlv^ Th^l ^ bill into law. which should be within the Lxt W or 

live days The second phase of the raise will become effective January 1, 1964. 

part pay raise for federal ennployees rapges from 5 percent for 
grades to 21 percent for those in the top step of grade llfi ’lhie • 
fr^ average for classified employees is 9.6 percent. Employees in top 

$20 000 ® ^ percent raise, bringing the classification act pay ceUing up to 

p.. Postal workers get a total two part pay raise averaging around 11 perceik. 

Postal clerks and letter carriers pay raiBes total about 10.7 percent. Rural letter 

carriers get about the same amount. Fourth class postmasters get a total 15 per¬ 
cent raise. , 

. waiting period,for federal classified employees automatic in-step raise, 

i. changed. Employees will have to serve one year in each of the first three In¬ 
steps, two years in the ncxt.three steps and three years in the final three step*, be¬ 
fore getting their in-grade salary promotions. 

Employees will get credit for the time they have already served In their present 
tn-step. If they have served enough time in their present in-step to qualify them for 
advancement to the next in-step, this will be done automatically when the bUl[hec6mej 
law The same principle applies to postal workers in receiving credit for tiroe sptot 
their present in-steps, etc. *** 

• The bill ^so guarantees federal classified employees on promotion to a higher ‘ 
grade a cash increase equivalent to the amount of at least two in-steps of their old 
grade. 

.^ 80 , considerable more latitude has been given the Civil Service Commission 
to .adjust salaries for hard to fill jobs.. In.addition merit in-slep advancements are 

> The bill also sets up an annual review' of government and postal salaries to be' 
rconducted under the superv'ision of the President. The President each y^'ar will 
submit th^ results of this study to the Congress as well as any recomhnetidatlonalte 
might ha^ye fox’adjusting salaries. f 

‘ The bill also liberalizes various features of. the Civil Service retirement'sys— 
temr^ ‘ Jr. 

Retired government workers would get a 5 percent raise in annuities starting . 
next January I. (The effective date of the retirement provisions depends on whether 
C<mgre8s before adjournment approves funds to cover-the $49 million cost of the ** 
retirement liberalization provieions. ptherWife, the actual implementation of the 
retirejment features will have to be put off until next year to aw^it Congressional 

actlon'W the appropriations. This does not apply to the pay raise portion of the 
bill, which,gocs into effect oh enaotmeht and does not qeed any spec it Ic approptia- . 
tlqn by:. Congress to become effective.)'v , / v ‘v 

3 Also, retireme^ annuities will bef^utomatically adjusted in the future whenever 
llyj^g jfc>sts rise by i percent or morel: ThU wia ass^ire retirees as well as present 

their3ton?|itiea future will-keep pace with rls- ' 

ihg llyiriitcbsts.* ‘^ 

" ‘ * ■ 
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July 17, 1963 


Denver Mint Personnel Letter 63-6 


STEP INCREASES 


The Federal Salary Reform Act of 1962 made two important changes 
regarding step increases for classified employees: 

1. The waiting period for step increases has been changed to the 
following: 52 weeks for advancement to steps 2, 3 and 4 of a 
grade; 104 weeks for advancement to steps 5, 6 and 7 of a 

grade; and 156 weeks for advancement to steps 8, 9 and 10 of 
a grade. 

2. A positive finding that the employee's work is of an accept¬ 
able level of competence, based on overall performance 
throughout the required waiting period. 

Supervisors will be reminded by the Personnel Office of their 
responsibility to review an employee's performance at least 90 days 
before the due date of a step increase for the employee. The super¬ 
visor will be notified and asked to review the employee's performance 
and to advise the employee in writing, as warranted, at least 60 days 
in advance of the due date if there is a possibility that a sten 
increase is to be denied. 

If an employee's work at the due date of the step increase is not 
of an acceptable level of competence the employee will be notified in 
writing that he is not being granted a step increase. This notice must 
state the reasons for not granting the step increase, inform the employee 
of his right to request administrative reconsideration of that decision, 
to whom he should direct the request, and the deadline by which it 
should be made. This notice should be sent to the employee as close to 
the date upon which he becomes eligible for the step increase as is 
administratively feasible. A copy of this notice will be retained in 
the employee's personnel folder. 


Wm. A. Manning 
Personnel Officer 


Distribution: 

One copy to each classi¬ 
fied employee 
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BASIC RATE AND WITHIN-GRADE STEPS 



1 

2 

3 

4 

3 

4 

7 

8 

9 

10 

Grade 











1 

13383 

93S44 

13415 

45730 

$3843 

13940 

94075 

14190 

II30S 

$1420 


33dS 

3414 

3315 

3420 

3725 

3830 

3935 

4040 

4143 

4250 


84 

94 

104 

no 

120 

130 

140 

150 

140 

170 

2 

1480 

5545 

3934 

4063 

4180 

4305 

4430 

4555 

4480 

4805 


3420 

3725 

3854 

3933 

4440 

4145 

4250 

4333 

4440 

4645 


€4 

84 

100 

120 

140 

140 

180 

244 

224 

240 

S 

400S 

4110 

4275 

4410 

4343 

4480 

4S15 

4960 

30X5 

£220 


3h80 

3985 

409U 

4193 

4300 

4 405 

4525 

4634 

477j 

4906 


123 

135 

185 

:i5 

24$ 

275 

290 

304 

310 

326 

4 

4 480 

4450 

4784 

4934 

5480 

5230 

5380 

3334 

3480 

5830 


4213 

4353 

4495 

4435 

4775 

4916 

5055 

5143 

533 5 

54 75 


245 

275 

285 

295 

305 

316 

326 

333 

345 

355 

5 

5400 

5145 

5534 

6495 

5444 

6825 

6990 

4136 

4320 

4483 


4490 

4454 

3414 

5174 

S3 34 

6494 

6460 

6810 

5970 

4130 


310 

315 

320 

325 

330 

366 

340 

346 

330 

355 

€ 

3345 

5494 

5875 

4044 

€245 

4434 

€415 

0804 

4985 

7170 


3233 

3414 

6343 

5740 

5935 

4114 

4285 

4440 

4433 

4810 


270 

240 

294 

344 

310 

324 

330 

340 

334 

340 

7 . 

4030 

4230 

4434 

4454 

4864 

7464 

7250 

7464 

7434 

7850 


5793 

5994 

4183 

4384 

4575 

4774 

4946 

7144 

7365 

7330 


233 

244 

245 

274 

275 

284 

285 

294 

295 

300 

8 

4454 

4434 

7474 

7294 

7514 

7734 

7950 

8170 

82 9€ 

8610 


4390 

4404 

4814 

7024 

7210 

7444 

7430 

7840 

8470 

8280 


244 

234 

244 

274 

280 

2f0 

300 

310 

320 

330 

S 

7220 

7(4S 

7710 

7955 

8240 

8446 

8490 

8935 

9180 

9425 


7030 

7240 

7494 

7720 

7964 

8180 

8410 

H440 

8870 

9100 


190 

243 

224 

335 

250 

246 

280 

293 

310 

325 

1« . 

7900 

8174 

8444 

8710 

8989 

9254 

9520 

9790 

10.040 

10.330 


7490 

7945 

8200 

8455 

8710 

8945 

9224 

9475 

9730 

99><5 


210 

223 

240 

255 

270 

285 

300 

313 

33U 

345 

n 

8430 

8945 

9240 

9533 

9830 

10.125 

10.420 

10.715 

11.010 

11.305 


8410 

8C90 

8970 

9250 

9534 

9810 

10.080 

10,370 

11.450 



240 

253 

270 

28$ 

300 

315 

330 

345 

340 


12 

10.234 

14.405 

10.960 

11.315 

11.470 

12.025 

12,380 

12.735 

13.090 

13.4(5 


9984 

10.310 

10.440 

10.970 

11.304 

11.430 

11.940 

12,290 

12.620 



270 

294 

320 

345 

370 

395 

420 

445 

470 


13 

12,075 

12.496 

12.913 

11.335 

13,756 

14.175 

14.595 

15,015 

15.435 

16.833 


11.725 

12.114 

12.495 

12.880 

13.245 

13.464 

14.035 

14.420 

14.803 



330 

383 

420 

455 

494 

525 

560 

595 

430 


14 

14.170 

14.440 

15.154 

15.640 

14.130 

14.420 

17.1 10 

17.440 

18.090 

18.3>»0 


13.415 

14.045 

14.313 

14.945 

15.415 

15.865 

14.315 

14,745 

17.213 



5S5 

395 

433 

475 

713 

755 

795 

836 

M75 


IS 

14.440 

17.030 

17.404 

18,170 

18.740 

19.310 

19.880 

20.450 

21.020 

21.590 


13.446 

14.180 

14.493 

17,210 

17,726 

18.240 

lH.755 

19.270 




793 

850 

943 

940 

1013 

1079 

1125 

1180 



14 

1M.935 

19.390 

24.245 

20.900 

21.535 

22.210 

22.845 

23.320 

24,175 



14.09C 

14.300 

17.400 

17.500 

18.000 







2935 

3090 

3243 

3400 

3333 






17 

21.445 

22.193 

22.943 

23,495 

24.443 







18.000 

18.500 

19.940 

19.300 

20.000 







544 5 

3495 

5943 

4195 

4443 







IS. 24..SOO 

20.9f0 
45S9 


NEW Pay RATES—This table shows the new pay rates for clas¬ 
sified employeev—effective retroactive to the first pay period 
in July—under the pay bill which was slated to be signed into law 
by President Johnson this week. The top line for each grade shows 
the new annual pay rate, the second line the old rate, and the 
third line the amount of the raise. 
















Pos. :ion No. D-69 



Guide (General), GS-090-3 
Numismatic Service 


U. S, Mint, Denver, Colorado 


INTRODUCTION 

This position is located in the Numismatic Service of the Denver 
Mint where numismatic merchandise (special coin items, medals, arti¬ 
facts, etc.) is exhibited and sold. 


DUTIES 


The incumbent of this position provides guide services to visitors 
in the Numismatic Sales Room of the Denver Mint, explaining the numis¬ 
matic items and displays, as well as explaining ttxe operations and 
history of the Mint, usually through the media of verbal talk. Answers 


public inquiries on the subject of numismatic merchandise and questions 


concerning the operations and history of the Mint. Explains safety and 
security measures necessary for the protection of visitors and Mint 
property, and sees that these measures are adhered to, reporting any 
violation to his supervisor. 

As required, the incumbent may assist in sales of numismatic items 
to the public and occasionally operates a multiple cash register in 


recording sales, primarily to relieve the regular operators. 



Performs other duties as assigned. 

The incumbent works under the general supervision of the Supervisory 
Information Receptionist who reviews the incumbent's work for accuracy 
and^compliance with established procedures. 

Incumbent must apply good public relations ethics and display a 
high degree of tact, courtesy, poise, alertness, accuracy and good 
judgment in carrying out all personal and telephone contacts. 


\ 







Sales Store Checker 
GS~2091-03 
•Numismatic Service 
U! S. Mint, Denver 


INTRODUCTION : 

The Numismatic Service of the Denver Mint coordinates a comprehensive program . 
of numismatic sales, service, and information. Numismatic items include Mint 
souvenir sets and uncirculated coins with the new bicentennial quarter dollar, 
half dollar, and dollar; medals; and historic and educational data. Similar 
programs are conducted at the United States Mint, Philadelphia, Pennsylvania, 
the Old Mint Museum, San Francisco, California; and the Office of the Director 
of the Mint, Washington, D.C. 


PRINCIPAL DUTIES: 


Incumbent is under the supervision of the Supervisory Information Receptionist. 
Assignments are given on a task basis and the incumbent s work is subject to 
review for accuracy, completeness, adequacy, and compliance with instructions. 
Incumbent performs the following duties: 


1. Conducts sales of numismatic items and operates multiple 
cash register. 

2. Makes change and handles cash transfers of funds received 
from the public sale of numismatic items. Prepares daily 
sales report concerning numismatic items and reconciles 
cash receipts with register tapes, and assists in the 
maintenance of inventory controls. 


Helps train summer sales clerks and keeps them informed 
on general procedures and guidelines. 

Assists the Supervisory Information Receptionist in 
designing and setting up displays of numismatic it^s. 


3. 


4. 


-Sr 


iT U i e yfcumb e nt may - assu m e - 



■ lliu uooontiQl duties nf that pos44-4wH 




OTHER SIGNIFICANT FACTORS ; 

Must have a good general knowledge of established Mint procedures and guidelines. 
The Denver Hint is directly opposite the City and County Building of Denver and 
s close to the Colorado State Capitol Building. The Denver Mint is the largest 
tLr St attraction in the State of Colorado, frequently having in excess of 4,000 
visitors daily during the peak summer months. The Denver Mint attracts visitors 
from every part of the United States and foreign countries. 
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J; ;y mo 

‘ S. CIVIL SERVICE COMMISSION 
* ^”*03^ I'^^cderal Personnel Manual 

POSITION DESCRIPTION 


s. 


CLASSIFICATION ACTION 


1. Check one: „ 

DeptT □ Field Q 


Z OQcial headquarters: 

Denver, Colorado 


3. KeasoQ for submission: 

(a) If thb position repisces another (I. a change of duties 
In an existing position). Identify such position by title, 
POS crade), and position number 

Guide (General) GS-d90-03 


(b) Other (specify) 


4. Agency position Now 

.aA/// ?*/o 


6. C. 8. C. certifloatioo No. 


6. Date of certidcatlon 


7. Date received from O. S. O. 


ALLOCaTXO^f BT 

CZJL33 TtTLX OF FOSlTlOIf 

CLASS 

iKiriAU 

PATE 

Servlco 

Series 

Grade 

a. civil Service Commbsioa 







b. Department, agency, or 
establishment 

• 






c. Bureau 







d. Field oiilce 

Guide (General) 

GS 

090 

03 


4-26-72 

e. Recommended by initial* 
ing office 








0. Organizational title of position fi/ anv) 


10. Name of employee (// tacaney, ipxify F-f, f, d, or 4) 

Vacant 


11. Department, agency, or establishment 

Trp;»sury Department. 


a. First subdivision 

Bureau of the Mint 

** Second subdivision 


IT. S. T^int-j PpnvRr^ Golorado 


r — ^ -*‘*-‘*^ " y -7- 

a la a complete and accurate description of the duties and responsiblllliea of 
^ i. 4y position 


“ (Signature of employee) (Date) 

I4. CcrllficaUon by head of bureau, division, field office, or designated representative 


(Signature) 


(Date) 


Title: 


c. Third snbdivision 

_ Superintendent’s Office 

d. Fourth subdivision 


Numismatic Service 


c. Fifth subdivision 

13. This is a complete and accurate description of the duties and reeponaibiJlUea of thia 
position 

/'y O 

^ 


• - - - . 

(Signature of Immediate supervisor) 

^ 




(Date) 


ritle: 


_ou p^vis^vy Information Receptionist 

16. CerU6calion^7 dep.rtnien^Kenc7>oreaUblishin«nt 





tSllKnui^ 


Title: 


’it 




16. Description of dutiefl and reaponaibilitiea 


Snpp-rintendent 


T 


4/26/72 

(Date) 


C-' 


(See attached Sheets) 


Tills PCSIT!0^' ’.S 
FROfvl Tliii j'aitU uiiiitD/iKDS 

Acr 


NOTICE TO EMPLOYEE 

You have the right to appeal the classification of your position at 
any time either to the Director of Personnel or to the U. S. Civil 
Service Commission. Your Personnel Office can tell you how to appeal. 


If more space la required, luce tl:ie other aide and additional pages size 8 x lOV^ 


CPO ;1960—0-S40620 


















































































Guide (General), GS-090-3 

Numismatic Service 

U. S, Mint, Denver, Colorado 


INTRODUCTION ' . 

This position is located in the Numismatic Service of the Denver 
Mint where numismatic merchandise (special coin items, medals, arti¬ 
facts, etc.) is exhibited and sold. 

DUTIES 

The incumbent of this position provides guide services to visitors 
in the Numismatic Sales Room of the Denver Mint, explaining the numis¬ 
matic items and displays, as well as explaining the operations and 
history of the Mint, usually through the media of verbal talk. Answers 
public inquiries on the subject of numismatic merchandise and questions 
concerning the operations and history of the Mint, Explains safety and 
security measures necessary for the protection of visitors and Mint 
property, and sees that these measures are adhered to, reporting any 
violation to his supervisor. 

As required, the incumbent may assist in sales of numismatic items 
to the public and occasionally operates a multiple cash register in 
recording sales, primarily to relieve the regular operators. 

Performs other duties as assigned. 

The incumbent -works under the general supervision of the Supervisory 
Information Receptionist who reviews the incumbent's work for accuracy 
and^compliance with established procedures. 

Incumbent must apply good public relations ethics and display a 
high degree of tact, courtesy, poise, alertness, accuracy and good 
judgment in carrying out all personal and telephone contacts. 
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POSITION DESCRIPTION 
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CLASSIFICATION ACTION 


1* CbecV 006 ; .. 2« Ofildal hoadquarters: 

Dept'l □ Field Q 

Denver. Colorado 

4. Agency position No. 

3. Reason for submisjlon: 

(a) If thb position replaces another (1. o., a chsnite of duties 
In an exlstinit position). Identify such position by tltla. 
POS 5^ **’*®*' position number 

Guide (General) GS-090-03 

5. C. S. C. certification No. 

6. Date of certification 

(b) Other (si)ecil 7 ) 

Current Description 

7. Date received from 0.8. 0. 


ALLOCATION BT 


a. CItU Serrlca CommissloQ 


b. Department, agencj. or 
cstablishmeot 


c. Bureau 


d. Field oiUce 


e. Recommended bj initiat¬ 
ing oflica 


CLAdS TITUS OF FOSITTON 


Guide (General) 


CLASS 


Service 

Series 







GS 

090 




Grade 


03 


INITULS 




DATS 


•26-72 


0. Organizational titid of position (if o-ay) 


Vacant 


11. Department, agency, or establishment 

Treasury Department 


a. First subdivision 

Bureau of the Mint 


^ Second subdivision 


Lj- 


U. S. Mintj DenverJ Colorado 


a is a complete and accurate description of the duties and reepenaibilitiea of 
4Fpoail]on 


(Signature of employee) 


(Dale) 


14. Certification by head of bureau, division, field ofllce, or designated reprcsentatlre 


(Signature) 


(Date) 


Title: 


c. Third snbdJTlsion 


Superintendent’s Office 


d. Fourth subdivision 

Numismatic Service 


e. Fifth subdivision' 


13. This is a complete and accurate dcscripllou of the dnliee and reeponalbllitiea of thia 

position 


r) 




^ 4/26/72 

(Date) 

Supervis<?r>y Information Receptionist 

15. Certificatioi^y department.'^enev, or eaUblishmeot 


(Signage of immedLite supervisor) 




10. Description of duties and reaponaibilitle 
• >' ^ 


(SSfiSiifeT 
Sitperi ntendent 



(Date) 


V 


•j 




(See attached Sheets) 


THIS PCSillOr! ^S 'tvc.mdj 
FROM THE vk:\\ oi/.i^DAilDS 
Acr 


NOTICE TO EMPLOYEE 

You have the right to appeal the classification of your position at 
any time, either to the Director of Personnel or to the U. S. Civil 
Service Commission. Your Personnel Office can tell you how to appeal, 
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"POSITION DESCRIPTION (Please Read Instructions on the Back) 


for Submiis»On 

* I Redescription ^ 

I Reestdblisfiment L-J Other 


Is. Servict 

r~iNe.> Mo»p»' r~i 


Field 


4. Employirig Office Location 

Denver. Colorado 




^ £xplar>ation (Show sny postttons reptjced) 

This P.D. replace P.D. 
#D-130, dated 1/30/76 


7. Fair Labor Standards Act 

Exempt K I Nor>exe<npt 


i o 


10. Position Status 

X 


Competitive 
Excepted (Specify) 


5. Duty Station 


8. Employment/F inancial Stmt Required 


3 


Yes 




11. Position IS 

Suprvsry 
Managerial 
Neither 


No 


3 


12. Sensitivity 

Critical 
Norte ritical 
Nonsensitive 


I. AgerKy Position No. 

2N10080 


6. CSC Ceriificatioo No. 


9. Subject to lA Action 

Yes I I No 


n 


13. Competitive Level Code 


14. Agency Use 


15. Classified/Graded by 

Officiol Title of Position 

Poy Plon 

Occupotionol Code 

Crodo 

Initials 

Date 

a. Civil Service 
Commission 

" ' i 






b. Department, 
Agency, or 
Establishment 



• 

/ 

1 


c. Bureau 

Sales Store Clerk 

GS 

2091 

1 

03 

/* 


d. Field Office 




;/ 



e. Recommended 
by Supervisor or 
Initialing Office 

Sales Store Checker 


. 209.1^ 

03 




16. Organizational Title of Position (tf ditterent from official tn*el 


18. Departmer>t. Agency, or Establishment 

Department of the Treasury 


a. First Subdivision 

Bureau of the Mint 


c. Third Subdivision 

Superintendent's office 


d. Fourth Subdivision 

Numismatic Service 


b. Second Subdivision 

Denver Mint 


e. Fifth Subdivision 


C - Employee Review. This is an accurate description of the major duties and 
esponsibilities of my position. 


I Signature of Err.pioyee (optional) 

I 

I 


20. Supervisory Certitication. I certify that this i5 an accurate statement of the 

major duties and responsibilities of this position and its organizational reta- 
tionships, and that the position is necessary to carry out Government functions 
for which I am responsible This certification tsjn^^i^tf^t^ji^nowjet^^ 

9, Typed Name and Title of Immediate SuMfv^or 


loervisor • 

Supervisory 



Shirley A. Toeckes-_Inforpati^n_l^ce^._ 

I Date I Signature 


that this information is to be used tor statutory purposes relating to appoint^ 

ment and payment of public funds, and that false or misleading statements 
may constitute violations of such statutes or their implementing regular 
tions. ^ ^ _ 

b. Typed Name and Title of Higher-Level Sup>ervisor or Manager (optional) 

I •* H f .. 


I Date 


21. Classilicalion/^b Grading Certification. / certify that this position has been 
ctassihedf grimed as regutred by Title 5. U S. Code, m conformance with stand¬ 
ards published by the Civil Service Commission or. it no published standards 
apply directly, consistently with the most applicable published standards 


Typed iTame and Title of Official Taking Action 

Assistant Director 
Janjes^^J. M^Tcahy- for PerspnneJ 


dami 


4 


ybigna^iet 


r^7?/77 


22. Standards Used in Classifying/Grading Position 


Information lor Employees. The standards, and information on their application, 
are available m the personnel office The ctassificahort of the position may be 
reviewed and corrected by the agency or me Civil Service Commission informa¬ 
tion on ciassification/)ob grading appeals, and complaints on exemption from 
FLSA. IS available from me personnel office or me Commission. 


y23. Positiori* Review / 

Irdiials 1 Date 

Initials j Oaie 

Initials 1 Date 

Initials 1 Date 

Initials 1 Date 

f----^- ! 

a. Emp4ovee { 

(ophonat) \ 


1 

1 

1 

1 

■ -j-- 

I 

1 

-1- 

1 

1 

-1-- 

( 

b. Supervisor 

i —1 

1 

1 

1 

1 

1- 

1 

_1— --1 

1 

-i 

-- 

c. Classifier 

1 

■1- 

1 

1 

1 

1 

\ 

1 

1 

1. . 


24. Remarks 



* 25. C>i*scr«ptu>r o' Mjjor Outirs and Hesoonsibilitics (see attached) 


sooe-ios 


Optional Form 8 (Revised 8-771 
U.S. Civil Service Commission, FPM Chap. 255 
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DESCRIPTION (Please Read Instructions on the Back) 


j 1. Age^rv Position No. 

AAf/n^o 


Redcsoription 

Reestablishment 


n n 

N^w f I 

X 


3. Service 
Oept'l 


Field 


4, Employing Office Location 

Denver Mint 


Other 


p'anation (Sho\^ any positiom replaced) 

This P.D., replaces P.D. fr D - 15 7, 
dated 1/30/76. 


7. Fair Labor Standards Act 
n :xempi J1 ilonexempt 


8. Employment/Financial Stmt Required 

I Yes I No 


10. Position Status 

Yl 

^ Competitive 

Excepted (Specify) 


5. Duty Station 


6. CSC Certification No. 




11. Position is 


SuprvsTV 

Managerial 

Neither 


9. Subject to IA Action 

|y« _ nn^o 


12. Sensitivity 

Critical 
Noncritical 
Nonsensitive 


13. Competitive Level Code 

001 _ 

14. Agency Use 


15. Classified/Graded by 


Offieiol TItl* of Position 


Poy Plon 


Occupotionol Codo 


Grodo Inittals 



Civil Service 
Commission 


b. Oepaament. 
Agency, or - 
Establishment 


c. Bureau 


Supply Clerk 


GS 


2005 


d. Field Office 


e. Recommended 
by Supervisor or 
Initiating Office 


Supply Clerk CTyping) 


GS 


2005 


16. Organizational Title of Position (if different from official title) 


18. Department. Agency, or Establishment 

Department of the Treasury 


a. First Subdivision 

Bureau of the Mint 


b. Second Subdivision 

Denver Mint 


17. Name of Employee (if vacancy, specify) 

Mason. Fritz 


c. Third Subdivision 

Superintendent’s Office . __ 

d. Fourth Subdivision 

Nuifticmatio Sorvieoc St Tif f 5^1./._ 


e. Fifth Subdivision 


19. 


Imployee Review. This is an accurate description of the ma/or duties and 
•\Sponsibitities of my position 


Signature of Employee (optional) 


ojpervisory Certification. I certify that this is an accurate statement of the 
ma,or duties and responsibilities of this position and its organizational rela¬ 
tionships. and that the position is necessary to carry out Government functions 
tor which I am responsible. This certification is mad^r^f^t^J^ncwje<^e^ 

a. Typed Name and Title of Immediate Supervisor 

Shirley A. Toeckes 


that this information is to be used tor statutory purposes relating to appoint¬ 

ment and payment of public funds, and that false or misteadmg statements 
may constitute violations of such statutes or their implementing regula¬ 
tions __ 

b. Typed Name and Title of Higher-Level Supervisor or Manager (optional) * ^ 



{Date 

\/-v-rp 


Signature 


I Date 


21 . 


I 

aded a 


classified/graded as required by Titled. U. S Code, in conformance with stand-' 
ards published by the Civil Service Commission or. if no published standards 
apply directly, consistently with the most applicable published standards. 


Typed Name and Title of Official Taking Action 

Janes J. Mulcahy 

f^'s^aturg^^ ' U 



► C/ 


22. Standards Used in Classifying/Grading Position 


Information for Employees. The standards, and information on their application. * 
are available m the personnel office The classification of the position may be 
reviewed and corrected by the agency or tne Civil Service Commission. Informa¬ 
tion on classification/job grading appeals, and complaints on exemption from 
FLSA. IS available from the personnel office or the Commission 


2^. P^ijion Review 

/ Initials 1 

Initials 1 ^ ^ate 

Initials | Date 

Initials 1 Date 

Initials I Date 

( »(^mployee 

- -ioplionat) ' 

-J—I 

y 1 

1 

1 

1 

1 

-1 

1 

1 

-j- 

1 

1 1 
- \ -- 

b. Superviiir 


1 

1 

1 

1 

-1- 

1 

1 

1 

1 

t 

c. Classifier ^ 

- f - y 

1 

1 

1 

1 

1 

\ 

1 

L 

24. Remarks 

..-fc, lo-ii-pi 


C) 


25 Description of Msjor Duties and Responsibilities (see attached) 

50C«-I05 


Optional Form 8 fRevised 8-77) 

U S. Civil Service Commission, FPM Chap. 295 
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I. INTRODUCTION ; 

This position is located in the Numismatic Service Staff of the Office of 
the Superintendent, Denver Mint, The purpose of this position is to 
perform supply related functions for Numismatic Services. 

II. MAJOR DUTIES : 

-- Maintains inventory records on a current basis for all numismatic items 
in stock, reflecting all merchandise received, issued, and balances on hand. 
Must maintain list of numismatic items approaching low limit levels and 
notifies supervisor so that initial action for requisitions can be made. 

Receives a variety of numismatic items, including uncirculated coins, medals, 
historic and educational data and related matter, and checks quantity against 
purchase orders or other lists as to back orders, overages and shortages. 

This also entails verifying specifications on items received, as to weights, 
measurements, classification and value. Knowledge of the variety 
of numismatic and related items is necessary and some items must be inspected 

and assembled prior to issue. 

Stores merchandise in designated storage areas, and issues to authorized 
employees numismatic items, maintaining strict accounts inventory controls. 
Delivers numismatic items and related materials to the Numismatic Service 
^ and assists in stocking the sales counter. 

Is responsible for shipping a variety of numismatic and related items to 
the United States Mint, Philadelphia, Pennsylvania, the Old Mint Museum, 

San Francisco, California, the Bureau of the Mint, Washington, D.C., and 
other organizations. Maintaining accurate inventory controls and records, 
the incuiiibent counts, inspects, packs, packages, registers, transports, and 
mails these items. 

Performs relief duties in sales area, selling numismatic items and giving 
information as required. 

_ Performs other related duties as assigned. 

III. SUPERVISION AND GUIDANCE RECEIVED : 

This position functions under the general supervision of the Supervisory 
Information Receptionist. Supervisor provides oral and written instructions 
in general terms. Employee performs most duties independently. Supervisor 
is available to solve unusual or difficult problems. Guidelines utilized 
are Treasury, Bureau, and Denver Mint Directive 9 n.d oral and written 
instructions. Work is spot checked for adherence to established policy and 
procedures and upon completion for accuracy of transactions. 









OfFICE OF 
ADMINISTRATION 


HUMAN RESOURCES 
DIVISION 


DEPARTMENT OF THE TREASURY 

UNITED STATES MINT 

320 WEST COLFAX AVENUE 
DENVER, COLO. 80204-2693 
(303) 844-4952 FAX (303) 844-3266 


RECRUITMENT NOTICE OPENING DATE: 07-20-93 

DM-93-21 CLOSING DATE: 08-02-93 

Recruiting for these positions is based upon projected needs for 
special coin programs and production gois. The anticipated hire dates for 
these positions will begin after 11/01/93 and continue on a staggered basis 
through January, 1994, until production goals are met. 

POSITION TITLE/ SERIES/ GRADE: Permanent on-call Laborer,WG-3502-03 

(Up to 60 Positions May be Filled.) 

SALARY: $9.27 per hour 

LOCATION: U.S. Mint, Coining Division, Special Coins & Medals 

Branch, Denver, Colorado 

WHO MAY APPLY: All citizens of the United States. No previous 
Federal Experience is required. 


WORKING CONDITIONS: These positions are filled by on-call appointments to 
recurring periods of worlc on an as needed basis during periods of heavy workload 
with an expected cumulative service period of at least six months in pay status 
each year. On-call employees work a regularly scheduled tour of duty in 
accordance with pre-established conditions of employment. On-call employees may 
move into the agency's year-round work force as vacancies occur. Work is 
performed indoors in areas with adequate light and ventilation. Constant noise 
exists. Wecuring safety equipment may be required. May be subject to shift work 
as required. Work requires periodically handling weights up to 50 pounds. 

DESCRIPTION OF DUTIES: Incumbent performs a variety of manual tasks such 
as inspection of numismatic items; sets up and operates automatic, semi¬ 
automatic, and manually operated equipment used in the sealing, packaging, and 
cleaning of commemorative coins and blanks. Equipment includes, but is not 
limited to, heat sealing or ultrasonic sealing machines, inserting machines, and 
similar equipment. Lubricate, clean, and adjust machines. Observe operation of 
machines to assure they are functioning properly in the Special "Coins and Medals 
Branch, Coining Division. 

BASIC REQUIREMENTS: Applicants must meet the minimum qualification 
requirements for the position as listed in the 0PM Handbook X-118C by showing 
they possess the knowledges, skills and abilities (KSA's) of a Lciborer through 
work experience or on-the-job training that is appropriate for this position. 
Applicants will be evaluated on the following: 

1. Reliability and dependability. (SCREEN OUT) 

2. Ability to follow directions in a shop. 





3. Ability to work as a member of a team, 

4. Dexterity and safety. 

Applicants should address in writing how their background has equipped them with 
the basic requirements identified above by completing the attached Supplemental 
Questionnaire. 

BASIS—OF RATINGS Applicants will be rated on the nature and quality of their 
experience and/or training in the duties as described above. Applicants must 
include on their SF-171 or on their Supplemental Qualifications Statement, 
specific excunples of their ability to perform the work above. Applicants must 
specifically address how and where their knowledge emd experience was gained. 
Only experience and/or training acquired by the filing deadline and included on 
their application forms will be considered. 

LENGTH OF ELIGIBILITY* Applications accepted under this notice will be 
considered only for the vacancy described above. Applications of non-selected 
candidates will be retained for 90 days after the last selections are made and 
‘ then destroyed. 

HOW TO APPLY: TO BE CONSIDERED FOR THIS POSITION - APPLICANTS MUST SUBMIT ALL 
OF THE FOLLOWING FORMS - FAILURE TO PROVIDE THE REQUIRED DOCUMENTS MAY AFFECT 
YOUR RATING. 

1. All applicants must submit: 

A. A current, complete Standard Form 171. Please include recruitment 
notice number on page 1, item 1. Current form is dated 6/88. 

B. Supplemental Questionnaire for Laborer (to be completed by the 

applicant describing experience-paid or unpaid-education, training, awards, 
and/or self-development activities as related to the KSA's enumerated above). 
You may receive credit for unpaid and volunteer service. 

C. Pre-Appointment Certification Statement for Selective Service 

Registration (for male applicants only, born after 12-21-59). VETERANS: If 
claiming 5-point preference you must submit a copy of form DD-214. If claiming 

10-point preference, applicants must submit a copy of form DD-214 and SF-15 and 

required supporting documentation i.e., a letter from the Veterans 

Administration, dated within the last year for claiming disability preference. 

For further information please contact: Human Resources at (303) 844-4952. 

SUBMIT APPLICATIONS TO: UNITED STATES MINT 

HUMAN RESOURCES DIVISION 
320 WEST COLFAX AVENUE 
DENVER, CO 80204-2693 

FILING DEADLINE: Applications must be postmarked no lateY^than 08-02-93. 

Hand carried applications will not be accepted. If you request forms later in 
the open period, you will be authorized a short period of extra time to file a 
"LATE" application. However, completed applications received or postmarked by 
the closing date will receive FIRST consideration. Authorized "LATE" 
applications will only be considered on an as-needed basis in the order of the 
date received. It is, therefore, to your advantage to file a complete 
application as early as possible. Applications received by 07-26-93 will be 
given first consideration. 

EQUAL EMPLOYMENT OPPORTUNITY: All qualified applicanUwill receive consideratioa without regard to race, age, religion, 
color, national origin, sex, physical handicap, political affdiation, or any other non-merit factors. 


SUPPLEMENTAL QUESTIONNAIRE FOR LABORER, WG-3502-03 
VACANCY ANNOUNCEMENT # DM-93-21 


This form is to be submitted with your application for the above 
position. Please answer as completely as possible.^ Failure to 
complete ^and submit this form, could affect your rating. 

Reliability and Dependability as a Laborer: 

Reliability - Check each Give job Give details for each item 

item that applies to you or block you checked. Also answer 

numbers question on absences at 

from SF-171 bottom of page, _ 


Have been selected for 
special job OR have 
received commendations for 
good work on job, in 
school, in Armed Forces, 
in Job Corps, etc. 



In last 5 years, have held 
a job for less than a year 
and left it OR failed to 
finish a training course 
or schooling. (Give 
reasons.) 



In last five years have 
been fired from a job OR 
have had disciplinary 
action taken against me. 
(Explain.) 



Worked harder than the 
average employee OR get 
better than average grades 
in school, training, etc. 
(Give details.) 




Check number of days you were absent during last year you worked 
for sickness, etc. Give reasons for absence. If you Mon't have a 
year work experience, give days absent in last school year. 

0 days; __ 1-6 days; _ 7 to 12 days; _ 

13 to 20 days; _ more than 20 days 

2. Ability to Follow Directions in a Shop: 

Tell about the kinds of instructions or directions which you had to 
follow in shop work, on jobs, or in military service. Show the 
relation of the instructions to getting tools and materials, 
measuring stock with a scale, operating machines, and maintenance 














such as oiling and greasing, and ability to perform detailed 
inspection. 


3. Ability to Work as a Member of a Team: 

Check the tasks you have done that indicate your ability to work as 
a member of a team. Support your checkmarks by giving examples of 
the work you did. Note the job number or other information to show 
where you did this work (on which job, in military service, in 
sports, etc). 

_^Working with other workers in the same line of work to-get a 

job done. Give examples: 


Working with employees in other trades to get a job done. Give 
examples: 


Serving as a project leader. Give examples: 

Supervising a group of employees. Give examples: 

Cooperating with others when hazards exist and an error may 
cause injury. Give examples: 


4. Dexterity and safety: Tell about work you did that required 
speed and accuracy of hands. 


Tell about any work you did where you had to observe safety rules 
to avoid injuring yourself or co-workers (e.g., lifting, climbing, 
handling materials or equipment, setting scaffolds, rigging, etc.) . 


List any accidents within the past 5 years. Give dates; state 
whether at fault, and severity. List any safety awards received. 







PRE-APPOINTMENT CERTIFICATION STATEMENT FOR 
SELECTIVE SERVICE REGISTRATION 

Important Notice If you are a male bom after December 31, 1959, and you want to 

be employed by the Federal Government, you must (subject to 
certain exemptions) be registered with the Selective Service 
System. 

Privacy Act Statement We need information on your registration with the Selective Service 

System to see whether you are affected by the laws we must follow 
in deciding who may be employed by the Federal Govemm^t. 

Criminal Penalty A false statement by you may be grounds for not hiring you, or 

Statement for firing you after you begin work. Also, you may be punished 

by fine or imprisonment (U.S. Code, Title 18, Section 1001.) 

Review If your employing agency has informed you that you cannot be 

appointed to a position in an executive agency b^use of your 
failure to register, and you wish to establish that your non- 
compliance with the law was neither knowing nor willful, you may 
write to: 

Office of Personnel Management 

NACI Center 

lOD-SAB 

Boyers, Pennsylvania 16018 

Or to verify that you are registered with the Selective Service you 
may call: (412) 794-3141. 

CERTIFICATION OF REGISTRATION STATUS 

{ } I certify that I am registered with the Selective Service System. 

{ } I certify that I am not required to be registered with the Selective Service System. 


Legal signature (please use ink) 


Date signed (please use ink) 



















